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THIS HANDBOOK is*n guide to accounting for school activity 
funds. It is designed for usehy individual schools and school systems 
throughout the United States. The project was undertaken to meet' 
the incr easing concern of State and local school officials and th© gen- 
eral public for safe an dt economical handling of school activity money, 
which amounts to millions of dollars annually. 

Financial Accounting for School Activities contains a standard 
classification and definitions of accounts for handling -receipts and 
expenditures for school activities and presents a system of accounting 
to illustrate how these accounts may be used. It is a supplemental 
volume to Handbook II, Financial Accounting for Local and State 
School Systems , in the State ^Educational Records and Reports Series. 
Handbook II provides the basis for a general accounting system for' 
local and State school systems, whereas this handbook provides an 
accounting system for school activity funds. Applicable accounts 
and definitions in the two handbooks have been closely correlated: 

* In order' to coordinate the activities of this project, a steering com- 

mittee was appointed composed of Office of Education staff members. 

' Soon thereafter, a National Advisory Committee on Financial Ac- * 
counting for School Activities was appointed by the U.S. Commis- 
sioner of Education. This committee was composed of representa- 
tives of the American Association of School Administrators, the 
Association of ■ School Business Officials of the United States and 
. Canada, the Council of Chief State School Officers, the Department 
of Elementary School Principals, the National Association of Sec- 
ondary-School Principals, and the Research Division of the National 
Education Association. At its first meeting the national advisory 
committee defined the purpose of the project and agreed upon the 
overall plan for developing the handbook. 

• Following the plans' agreed upon by the advisory committee, a 
preliminary draft of the handbook was compiled by Office of Educa- 
tion staff members. This draft was reviewed at the First National 
Conference of Technical Consultants. These technical consultants, 

, designated by the advisory committee, reviewed the draft page by 
page and reoommended changes to be incorporated by the staff of the 
Office of Education in a second preliminary draft . 
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The second preliminary draft of the handbook was then submitted 

t ( ° l f h m6n J bers of the as9ocia tions immediately eonceraed 
* h the handbook for their reactions. The suggestions and recom- 
mendations emanating from this review were considered at the 
Second National Conference of Technical Consultants, and the 

' , d ‘ aft was P re P aie <l* incorporating the recommendations of this 

conference. 

The third draft was then considered at the second meeting of the 
i:a,iona Advisory Committee on Financial Accounting for School 

C 11116 committee approved the handbook, which had been 

developed over a 2-year period, and recommended its use as the guide 

£ £££■"** '° r SCh0 ° 1 . actitities “ *»oo. through- 

Financial Accounting for School Activities will need to be revised 
rom time to time to meet changing school activity needs Experi- 
ence gained through the use of the handbook will make possible revi- 
siuns that will continually increase its effectiveness. 


E. Glenn FtATntRSTON. 

^ . Assistant Commissioner , 

' ' of A tote and Focal School Systems. 
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INTRODUCTION 

THIS HANDBOOK is a guide for the financial accounting of all 
money received by individual schools for school activities. The major 
purpose of the handbook is to establish standard accounts and ter- 
minology to be used in accounting for school activity money. It clas- 
sifies and defines standard receipt and expenditure accounts, and 
includes a system of accounting for illustrative purposes. The hand- 
book is adaptable for use by elementary schools, junior high schools, 
senior high schools, and community colleges, and may be used by 
school systems or by individual schools within a system. 

School activities, as referred to in this handbook, are those activi- 
ties that are financed in whole or in part by the operation of the 
school activity program and have their money accounted for in the 
individual school. They may be of a classroom or extra-classroom 
nature. For example, school activities may include student clubs or 
organizations, student publications, the Bale of merchandise through 
a school store, and various instructional services such as the rental of 
textbooks. 

As school activity programs have increased and expanded in recent 
years, the amount of money necessary to finance these programs has 
increased proportionately. These activities are financed in different 
ways. Some schools receive appropriated funds from the board of 
education for the total financing of all school activities, while in other 
schools the activities are partially or completely self-supporting. Re- 
gardless of the methods used to finance school activities, the school 
district is ultimately responsible for the funds, and a designated per- 
son, usually the principal, is responsible for the funds of a particular * 
school. 

It is not the intent of the handbook to recommend a system of book- 
keeping, procedures for handling the money, or policies governing 
school activity aecountjpg. The standard accounts and terminology 
are for use with either a cash or accrual basis of accounting and with 
either a double- on try or single-entry method of bookkeeping. By 
whatever method used, they will serve as a foundation for the accu- 
rate recording, reporting, and interpreting of financial information 
regarding school activities. The number of standard accounts used, 
the procedures for handling the money, and policies governing its ac- 
counting will depend upon the needs of the particular school and local 
and State regulations. 
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The universal use of the standard accounts and terminology in this 
handbook will (a) help to insure the proper .initial recording of finan- 
cial transactions; (b) improve accounting for school activity money; 
(c) improve school budget making; (rf) provide information for pol- 
icy determination; (*) facilitate comparisons of financial informa- 
tion among communities and States; (/) facilitate the reliable report- 
ing to the board of education and the public concerning the financial 
condition of school activities; (g) improve the accuracy of local. 
State, and national summaries; and (h) serve as a protection for 
those individuals responsible for the money. 

The handbook contains four parts. Part. I classifies and defines the 
standard accounts which make up the component parts of a school 
activity accounting fund. Money which an individual school may 
be required to account for is grouped into two major categories so that 
the amount of money received and expended for student activities 
and organizations may be identified separately from other sums col- 
lected by a school. 

The first category includes money rereived and expended for the 
operation, of the student activity program. A set of REGULAR AC- 
COUNTS has been established to account for this money. Sources 
of money received for such purposes have been identified and classi- 
fied into minimum accounts called regular receipt accounts. Expend- 
itures for student activities and organizations have been identified 
and classified into minimum accounts called regular expenditure 
accounts. 

The second category includes money collected by a school which is 
not available for the operation of the student activity program. A 
special set of accounts called CLEARING ACCOUNTS has been 
established to account for this money. Major sources of such money 
have been identified and classified as clearing receipt accounts, and 
the payments of such money have been classified as clearing expendi- 
ture accounts. 

Definitions for the regular accounts and clearing accounts have 
been provided to serve as an aid in determining where items of finan- 
cial information should be recorded. These accounts are shown in 
Table 1, Outline of Minimum Accounts, on page uv. 

Part II of the handbook organizes the regular accounts and clear- 
ing accounts into funds. Two systems of fund accounting are pre- 
sented : single fund and multiple fund. The single-fund system may 
be used by schools wishing to account for all of their activities under 
one fund. The multiple-fund system outlines six basic funds into 
which activities may be grouped for accounting purposes. This sys- 
tem may be used by schools wishing to account for their activities in 
more than one fund. Some schools may need only one or two of the 
six suggested funds, while other schools may need to establish more. 
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The classification of accounts for each fund is built up by selecting 
the appropriate regular cgceipt, regular expenditure, clearing receipt, 
and clearing expenditure accounts from the minimum accounts which 
are classified and defined in the first three chapters of the handbook. 
The number of regular accounts and clearing accounts to be used w^ 
vary from fund to fund and from school to school. sf" 

Part III of the handbook presents a suggested accounting system 
utilizing the recommended minimurh regular and clearing accounts. 
Some schools may wish to modify the suggested accounting system to 
meet their individual needs. Other schools fnay find it more expedient 
to retain their present accounting system and utilize the minimum ac- 
counts recommended by the handbook. The suggested accounting 
system is based on generally accepted school business procedures, some 
of which are as follows : 

a. Official receipts should be issued for- all money received. 

b. All money received should be deposited in a bank. 

e. All money expended should be expended by check, except for 
small cash purchases paid from petty cash. 

d. Supporting documents should be kept for all expenditures made. 

e. Bank reconciliation statements should be made each month. 

f. Monthly and yearly financial statements should be prepared. 

g. An audit should be made each year and copies of the.audit should 
be filed with persons having administrative authority for the 
school. 

Part IV of the handbook includes a guide to follow in recording 
receipt and expenditure transactions and a glossary of terms used in 
financial accounting for school activities. 

Financial Accounting for School Activities is a supplemental vol- 
ume to Handbook II, F mondial Accounting for Local and State School 
Systems, in the State Educational Records and Reports Series. 
Whereas Handbook II provides the basis for a general accounting 
system for local and State school systems, this handbook provides an 
accounting system for school activity funds. Applicable accounts 
and definitions in the two handbooks have been closely correlated. 
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Table 1. — Outline ot Minimum Aceoonti 
REGULAR ACCOUNTS 


Ricimi 

ExpmwDrroMi 

10. ACTIVITY INCOME 

11. Admissions 

12. Prorated Share of General 
Activity Tickets 

13. Duos and Fees 
14 Sales 

15. Student Rentals From Ma- 
terials 

16. Advertising 

17. Guarantees 

18. Other Activity Income 

20. GRANTS FROM THE SCHOOL 

DISTRICT 

30 GIFTS FROM OTHER 
SOURCES 

40. OTHER RECEIPTS 

100. ACTIVITY' EXPENSE 

1 10. Basic Ofshattko Extihdi- 
TT3a«S 

111. Personal and Contracted 
Services 

112, Supplies 

118. Purchases of Merchandise 
114, Other Activity Expense 
120. SlirrLBMKKTAL OrSRATt.SU Lx 
riNDlTdig 

121. Health Services 

122. Pupil Transportation 

123. Operation of Plant 

124. Maintenance of Plant 
125 Fixed Charges 

200 CAPITAL OUTLAY' 


CLEARWG ACCOUNTS 


1010-a. BOARD OF EDUCATION 
1020-a. OUT-OF-SCHOOL CAM- 
PAIGNS 

1030-a. TAXES AND DEDUC- 
TIONS 

1010-b. BOARD OF EDUCATION 
1030-b. OUT-OF-SCHOOL CAM- 
PMGNS 

10»M>. 'EUlfes AND DEDUCTIONS 

1040-*, NONSTUDENT SCHOOL 
ORGANIZATIONS / 

1050-a. RETURNABLE DEPo£ 
ITS 

1040-b. NONSTUDENT SCHOOL OR- 
GANIZATIONS 

1060 b. RETURNABLE DEPOSITS 

1060-a. GENERAL ACTIVITY 
TICKETS 

1070-a. ABATEMENTS 
1080-a. LOANS FROM THE 
8CHOOL DI8TRJCT 
1090-a. INTERFUND TRANS- 
FERS 

1000-b. GENERAL ACTIVITY TICK- 
ETS 

1070-b. ABATEMENTS 
im-b. LOANS FROM THE SCHOOL 
DISTRICT 

1090-b. INTERFUND TRANSFERS 

1100-a. PETTY CASH 
1110-a. MISCELLANEOUS 
CLEARING ACCOUNT8 

1100-b. PETTY CASH 
1110-b. MISCELLANEOUS CLEAR- 
ING ACCOUNTS 


Th* (totalled daattficauan Md (UAnKlaw of aoooanta «ffl b« loand in etapten j, j, *. 
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Classification and Definitions of Regular Receipt 

Accounts 


THIS CHAPTER classifies and defines the regular receipt accounts 
recommended for use in accounting for moneys received for the oper- 
ation of student activities and organizations. Only those receipt ac- 
counts under which are recorded. the regular receipts of student activi- 
ties and organizations are included in this chapter. 

Money coming into a school which is not for the operation of 
student activities and organisations , such as that for faculty clubs, 
PTA, and out-of-school drives, such (is the Red Cross or March of 
Dimes, is not recorded as a regular receipt. This money is recorded 
under the clearing accounts which are discussed in chapter 3. 
Clearing accounts have been established because such money, if re- 
corded as a part of the regular receipt accounts, would distort and 
exaggerate the amount actually received for the operation of student 
activities and organisations. 


SECTION I 

Classification of Regular Receipt Accounts 

The accounts in this chapter are to be used when a specific school 
activity is financed wholly or in part by revenue obtained directly 
from the operation of that school activity. For example, the athletic 
fund might be financed in part from gate receipts and in part, by an 
appropriation from the school district, or the activity might be 
financed entirely by the gate receipts and/or the pro rata share of 
the receipts from general activity tickets. 

The accounts in this handbook are not to be used if a specific school 
activity is financed entirely by money appropriated by the school dis- 
trict and the school district receives no reimbursement from the opera- 
tion of that activity. The accounts in Handbook II, Financial Ac- 

S 
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vaunting for l.ocal and Stott School System*, 1 are used for that 
purpose, \ 

) 

# 

/ 

Rvloti'onfhlp of Account* to Fund* 

An AC ( 0l NT in * descriptive heading under which are recorded 
financial transactions (hat are similar in terms of purpose, object, or 
source. There are two kinds of regular accounts : receipt accounts 
<*nu expenditure accounts. Examples of regular receipt accounts are 
Irate Admissions, I)u W and Fees, Sales, and Advertising. The regular 
expenditure accounts are discussed in chapter 2. 

A PIN I) is a sum of money set aside for specific activities of a 
school and usually contains several accounts. For example, a fund 
may be established for athletic activities, merchandising activities, 
or publications activities. The accounts within each fund constitute 
a complete entity and all of the financial transaction* for a particular 
fund are recorded in them. The accounts shown in this chapter are 
the minimum regular receipt accounts which should be used m 
accounting for the rec ^p ta of any established fund. 

Minimum Regular Receipt Account! 


Money received by a school, regardless of its size, to finance student 
activities is derived fq>m a number of sources Major sources of reve 
rme are classified and referred to as the minimum regular receipt 
accounts which schools should maintain. .. 

Regular receipt accounts constituting the minimum breakdown are 
indicated by numbers without letters (14) to the left of the account 
title and definition. Additional detailed accounts are shown as sub- 
ordinate to the minimum accounts and are indicated by numbers with 
letters (14— a) to the left of the accounts. (See table 2, p. 5.) 

It it recommended that all schools, regardless of time, maintain 
the minimum receipt accounts shown In the classification as long as 
they receive any money from the sources indicated by the Indiv i d ual 
minimum accounts , It is further recommended that the additional 
detailed accounts be utilised, whenever applicable, as individual 
schools have need to expand their accounting systems beyond the 
minimum. 

It is possible that some schools may not need to establish all of the 
minimum receipt accounts because they are not applicable. For ex- 


s^^stjTs L A 1 - PtM * u tJT* ****** ******** he M m* it— 
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ample, if a school doee not sell general activity tickets to students, it 
will not be necessary to include account 12, Prorated Share of General 
Activity Tickets, Other schools may wish to keep more detailed 
regular receipt accounts than those shown in the clarification. I f this 
is done, such detailed accounts should be readily classifiable under the 
accounts listed in this chapter. 


Account Numbart 

The account numbers appearing to the left of the accounts are used 
primarily for identification purposes. They may also be ikskI with 
necessary adaptations as an accounting code, with either machine 
methods of accounting or pen-and-ink methods. 


ClcmJflcotion of Regular Raeafpt Account* 

The following clarification of regular receipt accounts is used in 
accounting for all money received by a school for the operation of 
student activities and organisations. In order to determine what 
transactions should be recorded under each account, refer to the defi- 
nitions of regular receipt accounts, section II of this chapter. 

TaMe %. — fcf Ur Receipt Account* 


Ktoru* Raearpr Aocotnrra 
10-40 Series 
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enumoK 
Page 
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10 ACTIVITY INCOME 

11 Admissions . ... 

1 2. Prorated Share of General Activity Tickets 

18 . Due* and 

14. Sales , 

14-*, Book* and Periodical* 

14— b. Confections, Foods, and Beverage*. 

14- c. Other Merchandise * 

15. Student Rental* From Material* 

15- a Rental Prom Books 

16- b. Rental From Equipment 

16. Advertising .. 

17. Guarantee*. 

18. Other Activity Income 

20 GRANTS FROM THE SCHOOL DISTRICT .* 

80. GIFTS FROM OTHER SOURCES 

40. OTHER RECEIPTS. 
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SECTION II > 

A 

Definition i of Regular Receipt Accounts 

♦ 

In order to facilitate the classification of regular receipts, definitions 
of each minimum account and the additional accounts are given, • 
Schools should follow these definitions in recording regular receipts. 
Even though a school does not use the additional detailed accounts, 
th«$e definitions will be helpful as a guide in recording transactions 
under the minimum accounts. Th^e accounts are used only in ac- 
counting for money. The estimated valije of material goods or services 
given to an activity is not recorded here. A memorandum record 
should be kept showing the estimated value of such material goods 
or services. • 


RECEIPTS 
1 0— 40 Seri • > 

10. ACTIVITY INCOME 

Activity income consists of all money resulting from the operation 
of school activities, such as athletic contests, entertainment events, 
publications, student organizations, instructional services, mer 
chandising activities, and miscellaneous services. The money is 
derived from admission charges, dues and fees, sale of merchan- 
dise, and other operations of the activities. 

11. Admissions 

Money received from the sale of tickets or other admission 
charges to athletic contests, concerts, plays, musicals, assem- 
blies, carnivals, feirs, movies, dances, and similar activities. 
Also included are pregame and season ticket sales to such 
activities. Receipts from adm i ssions are the total amounts 
received less Federal, State, or local admissions taxes which 
must be paid. The amount of admissions tax is recorded 
under clearing account 1030, TAXES AND DEDUCTIONS. 

12. Prorated Share of General Activity Tickets 

. Money received from the sale 6t general activity tickets to 
students for the support of various school activities. Money 
received from the sale of general activity tickets is initially 
recorded under clearing account 1060 , GENERAL ACTIV- 
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ITY TICKETS, and is transferred to this account as a 
regular receipt at the time the money is prorated. 

13. Duet and Feet 

Money received from clubs, classes, or other student groups 
or organisations as dues, or fees for participation in the ac- 
tivities of the organisation or group. Included is money re- 
ceived from laboratory, art, commercial, health, locker, towel, 
laundry, and library fees and fines, and money received from 
entrance fees for participation in athletic or entertainment 
activities. Dues and fees collected by a school which must 
be turned over to the board of education in the exact amount 
as collected are not recorded here; they are recorded under 
clearing account 1010, BOARD OF EDUCATION. Money 
received from pupils as a deposit w^^h is returnable under 
certain conditions is not recorded here; it is recorded under 
clearing account 1050, RETURNABLE DEPOSITS. 

14, Sales 

Money received from the sale of merchandise through a 
school store or other student activity or school plan. Re- 
ceipts from sales consist of the total money received less the 
amount of State and local hales tax and excise tax which 
must be paid. The amount of the taxes is recorded in clear- 
ing account 1030, TAXES AND DEDUCTIONS. Money 
received from sales which must be turned over to the board 
of education in the exact amount as collected is not recorded 
here; it is recorded under clearing account 1010, BOARD 
OF EDUCATION. 

14-a. Books and Periodicals .—Money received from the sale 
of textbooks, supplementary books, workbooks, maga- 
zines and newspapers, and from the sale of student- 
produced publications, such as the school yearbook and 
school paper. 

14-b. Confections , Foods , and Beverages . — Money received 
from the sale of confections, foods, and beverages, such 
as candy, gum, hot dogs, cookies, coffee, and milk, * 
through concessions, vending machines, school store, 
or other school plan. 

14-c. Other Merchandise . — Money received from the sale of 
merchandise not classifiable under accounts 14-a and 
14— b, such as pencils, paper, school or organization 
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( jewelry, pennants, sweaters, photographs, programs, 
( and individual supplies. Included are student-pro- 
duced articles which may have been developed in an 
industrial arte class, such as cedar cherts or tables. 

15. Student Rrnlalr Front I .Hate rials 

Money received from the rente! to students of books or any 
equipment, such as musical instruments, furnished on a rental 
basis. Rentals which must be turned over^to the board of 
education in the exact amount as collected are not recorded 
here; they are recojded under clearing account 1010, BOARD 
OF EDUCATION. 

lo-a. Rental From Books . — Money received from the rental 
of textbooks, supplementary books, and review books. 

15-b. Rental Front Equipment, — Money received from the 
rental of musical instruments or any other piece of 
equipment or supply, such as a drafting ret, which is 

rented to students. 


18. Advertising 

Money received for The operation of an activity from adver- 
tising, such as space in a school yearbook, paper, or program. 


* If. Guarantees 



Money rereived as a definite or conditional guarantee for a 
public performance of any athletic team, musical or dramatic 
organization, or other student activity. Included is money 
received for mileage, per diem, and travel expenses, as well 

* as that received as a fiat guarantee or on a percentage or other 
division basis of total income, and the prorated share of 
tournament profits. 

18. Other 1 Activity Income 

Money received for the operation of an activity that is not 
recorded under accounts 11 through 17, such as payment for 
services performed by an activity, interest received from a 
supplies to individuals or organizations outside the school, 
savings account, and rental of activity-owned property and 


20. GRANTS FROM THE SCHOOL DISTRICT 

Grants from the school district consist of receipts from the school 
district for the support of student activities when none of the 
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monev received is subject to return to the school district. Money 
received from the school district which is subject to return, either 
in part or whole, is not recorded here ; it is recorded under clear- 
ing account 1080, LOANS FROM THE SCHOOL DISTRICT. 

30. GIFTS FROM OTHER SOURCES 

Gifts from other sources consist of money received from indi- 
viduals, private organizations, and foundations for the support 
of an activity for which no service or repayment to the contributor 
is expected. The estimated value of gifts of material goods or 
services is not recorded here. A memorandum record should be 
kept showing the estimated value of such material goods or 
services. 

40. OTHER RECEIPTS 

A 

Other receipts consist of money received for the operation of 
student activities which is not recorded under accounts 10-30. 



} 
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CHAPTER 2 


Classification and Definitions of Regular Expenditure 

Accounts 


THIS CHAPTER contains the clarification and definitions of 
REGULAR EXPENDITURE ACCOUNTS recommended for use 
in accounting,/or money expended for the support of student activi- 
ties and organizations. 

Transactions involving the expenditure of money for nonstudent 
purposes, such as the payment of admissions taxes, Expenditures for 
nonstudent organizations, and reimbursements to the board of educa- 
tion, are not recorded as regular expenditures. This money is re- 
corded under the clearing accounts which are discussed in chapter 3. 


SECTION I 

Classification of Regular Expenditure Accounts 

Expenditures for student activities are recorded under two series 
of accounts: series 100, ACTIVITY EXPENSE, and series 200, 
CAPITAL OUTLAY. 

Under ACTIVITY EXPENSE is recorded any regular expendi- 
ture from an activity fund for the operation of the student activity 
program. Student activity expenditures usually incurred by all 
schools, such as those for personal and contracted services, purchase 
of supplies, and purchase of merchandise, are recorded under account 
110, Basic Operating Expenditures. Expenditures which are not 
mcluded under account 110, such as those for health services, pupU 
transportation, operation of plant, maintenance of plant, and fixed 
charges, are recorded under account 120, Supplemental Oneratinff 
Expenditures. 

In recording expenditures for student activities, a school may or 
may not need to use all of the basic or supplemental operating ex- 
penditure accounts shown. If an expense is incurred which falls 
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within the classification of one of the basic or supplemental accounts, 
that account should be utilized. There is no need to maintain accounts 
for which there is no expense or for which the service is provided 
from other sources. For example, accounts would not be maintained 
for health services, such as physical examinations and physicians’ 
fees which are paid by the school district, or for transportation for 
athletic events which is furnished by parents or the school district 
without cost, to the activity. 

Under CAPITAL OUTLAY is recorded any regular expenditure 
from an activity fund which results in the acquisition of fixed assets 
or addition to fixed assets. In this handbook, CAPITAL OUTLAY 
usually includes expenditures which result in the acquisition of initial 
or additional equipment (not supplies). 


Ralatiomhip of Accounts to Funds 

An ACCOUNT is a descriptive beading under which are recorded 
financial transactions that are similar in terms of purpose, object, or 
source. Examples of regular expenditure accounts in the classifica- 
tion contained in this chapter are Personal and Contracted Services, 
Purchases of Merchandise, and Supplies. Regular receipt accounts 
were treated in chapter 1. 

A FUND is a sum of money set aside for specific activities of a 
school, such as athletic activities, merchandising activities, or publi- 
cations activities, and usually contains several accounts. The ac- 
counts within each, fund constitute a complete entity and all of the 
financial transactions for the particular fund are recorded in them. 
The accounts shown in this chapter are the minimum regular ex- 
penditure accounts which should be used in accounting for the 
expenditures of any established fund. 

Minimum Regular Expenditure Account* 

The minimum regular expenditure accounts are indicated by num- 
bers without letters ( 1 13) to the left of the account titles. Additional 
detailed accounts are shown as subordinate to the minimum accounts 
and are indicated by numbers with letters (113-a) to the left of the 
accounts. (See table 3, p. 18.) 

It la recommended that all schools, regardless of rise, m a in tain 
the minimum regular expenditure accounts shown in the classifica- 
tion as long as they expend any money for any of the purposes indi- 
cated by the individual accounts. It is further recommended that 
the additional detailed accounts be mtUixed wherever applicable, as 
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Some schools may not need to establish all of the minimnm eipendi- 
ture accoimts because they are not applicable. For exampleTif a 

P TOTid « transportation for all student actiritire at 
no cost to the students or to the activity, it would not be necessary to 
maimain account 122, Pupil TransporUtion. Other schools may wish 
o op mor, detailed regular expenditure accounts than those 'shown 

?! d “ s6 ‘ fi "t 1 J ,n ' If this is done, such detailed accounts should be 
readily classifiable under the aooounts listed in this chapter. 

Account Numbers 

The numbers appeunng to the left of the aooounts are used primarily 
for identification purposes. They may also be used with necsssarJ 
adaptations as an accounting code, with either machine methods of 
accounting or pen-and-ink methods. 


Glassification of Regular Expenditure Accounts 

The following deification of regular expenditure account* is used 
m amounting for all money expended for student activity purposes. 
In order to determine what transactions should be 1 recorded under each 

»or^it - fin,tion8 of eip “ ditDre * ccoui,u ’ w 
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' TabU 5. — Regular Eq^Hnra Account* 


Regular Exp*Nornrm* Account* 
100-200 Berio* 


100. ACTIVITY EXPENSE..*. . 

110. Basic Operating Expenditure* J* 

111. Personal and Contracted Service*... 

112. Supplies _ I--- 

118. Purchases of Merchandiae 

1 13— a. Book* and Periodical*. 

118-b. Confection*, Food*, and Beverage* 

113— c Other Merchandise 

114. Other Activity Expense 

114- a, Advertising — 

L14-b, Guarantee* 

114-e. Travel Expense 

120. Supplemental Operating Expenditure* 

121. Health Service* 

121- a, Personal and Contracted Service* 

121 -b. Other Expense . — 

122. Pupil Transportation. 

122- a. Personal and Contracted Service* » — 

122— b. Other Expense 

128. Ope^tkm of Plant — 

128-*i Personal and Contracted Service*. 

123— b. Other Expense . J* 

124. Maintenance of Plant 

124— e. Personal and Contracted Service* 

124-b. Other Expense 

126. Fixed Charges. _ ----- 

1 26— a. Employer Contribution* for Retirement 

and Social Security 

126-b Insurance -- 

126— c. Rental of Land and BuildingB. 

126— d. Other Fixed Chargee — - - 

200. CAPITAL OUTLAY (Initial or additional equipment) 


Definition 

Pao* 

Number 


14 

14 

14 

15 
15 
15 
15 

15 
10 
Id 

16 
16 
16 
16 
16 
17 
17 
17 
17 

17 

18 
18 
18 
18 
18 
18 

19 

19 

19 

19 

19 
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Definitions of Regular Expenditure Accounts 

* 

The definitions of each minimu m and additional detailed account 
are given in order to facilitate the classification of expenditures. 
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ACTIVITY EXPENSE 
TOO S#ri#s 


. Activity Expense includes all expenditures connected with the oper- 
ation of school activities, excluding those for capital outlay. Expend- 
itures for the direct operation of athletic e'en tests, entertainment 
events, publications, instructional services, merchandising activities, 
and miscellaneous activities are recorded under account 110, Basic 
Operating "Expenditures. Expenditures beyond the direct operation 
of the activity in question for health services, pupil transportation, 
operation of plant, maintenance of plant including repair and replace- 
ment at equipment, and fixed charges are recorded under account 120. 
Supplemental Operating Expenditures. Expenditures for initial or 
additional equipment are not recorded here; thev are recorded under 
the 200 series, CAPITAL OUTLAY. 

* 

110. SASIC OPERATING EXPENDITURES 

Basic operating expenditures consist of expenses incurred for per- 
sonal and contracted services of activity personnel, such as spon- 
sors, ticket sellers, and game officials; supplies; purchases of 
merchandise to be resold; and other activity expense, such as ad- 
vertising, guarantees to visiting teams aad organisations, and 
travel expense. 

111. Pertonal and Contracted Service* 

Expenditures for personal and contracted services which are 
directly a part of the program operation of an activity. In- 
cluded are the full-time, part-time, and prorated portions of 
salaries of all personnel directly connected with the operation 
of school activity programs when such salaries are paid from 
the activity fund. This may inelude salaries for coaches, 
activity directors, advisors, sponsors, leaders, teachers, train- 
era, secretaries, clerks, and similar personnel. Salaries paid 
by the board of education of the school district are not in- 
cluded as an activity expense ; such expenditures are recorded 
in the financial accounts of the school district. 

This account also includes expenditures for services, such as 
those provided by assembly speakers, chaperons, ticket 
sellers, police guards, and game officials ; and expent^me 
for services that are rendered in connection with Ihe pro- **** 
duction of publications and the photograp hing of individ- 
uals, groups, or activities. Expenditures for personal and 
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contracted services related to health, pupil transportation, 
operation of plant, and maintenance of plant are not re- 
corded here; they are recorded under the supplemental oper- 
ating expenditure accounts relating to such services. 

The salaries recorded here are gross salaries before deduc- 
tions, Salary deductions for withholding tax, retirement, 
and social security are recorded as receipts under clearing 
account 1030-a, TAXES AND DEDUCTIONS, for trans- 
mittal to the proper payees. 

112 . Supplies 

Expenditures for supplies and materials furnished for indi- 
vidual activities and organisations which are paid for from 
an activity fund. Examples are expenditures for stage 
profts/playbooks, football uniforms, balls, bats, and decora- 
tions for a junior-senior prom. Supplies for resale are not 
recorded here; they are recorded under account 113, Pur- 
chases of Merchandise, 

113, Purchases of Merchandise 

Expenditures for merchandise that is to be resold, either 
through an established school store or by some other student 
activity or school plan. Expenditures for textbooks and 
other publications, confections, and supplies are recorded 
here. 

113-a. Books and Periodicals . — Expenditures for textbooks, 
pamphlets, magazines, and other publications pur- 
chased for resale, including those which are student- 
produced. 

113-b. Confections, Foods, and Beverages . — Expenditures 
for confections, foods, and beverages, such as candy, 
soft drinks, crackers, cookies, and nuts, purchased for 
resale. Expenditures for confections used in vending 
machines are included. 

113-c. Other Merchandise . — Expenditures for supplies, 
other than those recorded under 113-a and 113-b, 
that are purchased for resale, such as paper, pencils, 
notebooks, lumber, and shop supplies. This account 
also includes items such as class or organisation jew- 
elry, pennants, sweaters, films, photographs, and 
commencement supplies. 
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111 Other Activity Expense 

Expenditures for other basic expenses that cannot be readily 
classified under accounts 110 through 1 13-c, such u adver- 
tising expense, guarantees to visiting teamp or organisations, 
and travel expense for students and sponsors. Additional 
subaccounts should be set up as needed for such items as 
rental of films; rental of costumes and equipment; State, 
regional, or national dues to activity associations ; gifts; 
printing ; and other miscellaneous i tems 

114-a. Advertising. — Expenditures for advertising, such as 
newspaper space, radio and television time, posters, 
and handbills. 

114-b, Guarani#**. Expenditures for guarantee* to visit- 
ing teams or organisations. This may include a flat 
amount or percentage of receipts and expenditures for 
visiting teams or organisations, such as those for 
lodging and meala 

Travel Expense* — Expenditure* for meals, lodging, 
and other travel expense for students and staff 
members while participating in contests or events 
away from home. Thm includes actual transporta- 
tion costs for staff members but does not include the 
cost of transporting pupils. Pupil transportation 
costs are recorded under account 122, Pupil Trans- 
portation. 

120. SUPPLEMENTAL OPERATING EXPENDITURES 

Supplemental operating expenditures consist of expenses in- 
curred by school activities for health services, transportation, 
operation of plant, maintenance of plant, and fixed chargee. 

121. Heoith Services 

Expenditures from an activity fond for medical, dental, and 
nursing services relating to medical examinations, treat- 
ments, and other health services. Medical and hospitaliza- 
tion insurance premiums are not recorded here; they are 
recorded under account 126, Fixed Chargee. 

121-a. Personal mid Contracted Services. — Expenditures 
for salaries, wages, and contracted ser vi ce s for health 
personnel and health services. This salaries 

and fees paid to doctors, dentists, nurses, and wwiilM* 
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personnel AU*o included are expenditures for hos- 
pitalization, clinical treatment, and special therapy 
programs. 

121- b, Other Expense. — Expenditures for health services 

that v© not classified as personal and contracted serv- 
ioes. Inti%4ed are medicines, supplies, and emergency 
treatments. 

« 

Pupil TrmuportMlon 

Expenditures from an activity fund for expenses relating to 
the transportation of pupils in connection with school activi- 
ties. Included are the salaries of drivers, payments for con* 
traded servioes, transportation insurance, and other expenses. 

128-a» Personal and Contracted Services. — Expenditures for 
salaries, wages, and contracted services for transpor- 
tation provided to students. This includes the services 
of drivers and mechanics. Also included are expendi- 
tures to owners of school buses, parents or other in- 
dividuals who transport students in a private car, 
public carriers, boards of education for district- owned 
buns, and to pupils for purchase of tickets on a public 
carrier. 

122- h. Other Expense . — Expenditures, other than personal 

and contracted services, related bo providing trans- 
portation, such as insurance premiums; garage ex- 
/ penses ; purchase of gasoline, oil, tires, etc. ; repair and 
maintenance of buses ; and the purchase of replacement 
equipment. Expenditures for the purchase of initial 
or additional buses, vehicles, or other equipment are 
not recorded We; they are recorded under the 200 
aeries, CAPITAL OUTLAY. 

m. Operation of Plant 

Expenditures from an activity fund for housekeeping activi- 
ties concerned with keeping the physical plant open and 
ready for use. This includes heating, lighting, cleaning, 
janitorial supplies, wages, and such other operational ex- 
penses as are repeated somewhat regularly on a daily, weekly, 
monthly, or nos non >1 bask. Expenditures for the repair and 
replacement of facilities and equipment are not recorded 
here; they are recorded under account 124, Maintenance of 
Plant 
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123-a. Person^ and Contracted Services. — Expenditures for 
salaries, wages, and contracted Berrieee of personnel 
connected will? t he operation of plant, such as a cus- 
todian or custodians helper. Also included are ex- 
penditures for contractual services, such a a contracted 
cleaning service, rental and repair of equipment re- 
lating to plant operation, and other similar items. 

rZo-b, Other Expense . — Expenditures relating to plant op 
eration that cannot be classified as personal and con- 
tracted services, Rich as expenditures for heat, light, 
power, telephone service, supplies, and other mi seel 
laneous items used by the activities, 

124. Maintenance of Plant 

Expenditures from an activity fund for the maintenance of 
buildings, grounds, facilities, or equipment used for school 
activity purposes. Examples are expenditures for repairing 
photographic equipment, film projectors and phonographs, 
and reseeding a football field. 

124— a. Pergonal and Contracted Services, — Expenditure for 
salaries, wages, and contracted aemoee for mainte- 
nance personnel, such' as carpenters, painters, plumb- 
ers, electricians, and groundskeepers. Included als o 
are expenditures for contracted services for special 
duties or special jobs, including labor and material 
when these items are part of the contract For ex 
ample, expenditures for repairing a backstop for a 
ball park or leveling an d wowing grim in a football 
field would be recorded here. 

124-b. Other Expense— Expenditure* relating to mairite 
nance of plant that cannot be classified as personal 
and contracted services. Included are expenditures 
for materials for repair and replacement of equip- 
ment such as lockers, cabinets, scoreboards, film pro- 
jectors, and phonographs, when such are not provided 
as part of a contract A Iso included under this 
account are other expenditures for maintenance of 
plant, such as supplies, rental of equipment, and 
license plates for maintenance vehicles, 

125. Fixed Charges 

Expenditures from an activity fund of a generally recurrent 
nature which are not readily allocable to other accounts, 
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such as oontrihntions to employee retirement And social secu- 
rity , insurance premiums; and rental of land, buildings, or 
other facilities. 

125-a. Employer Contributions for Retirement and Social 
Security, — Expenditures from an activity fund for 
the employer's share of contributions to a retirement 
fund 1 such as social »cunty. Employees* salary 
deductions are not recorded here; they are recorded 
under clearing account 10SG. TAXES AND DEDUC- 
TIONS. 

125-b. Insurance , — Expenditures from an activity fund for 
all premiums for insurance, such as fire, theft, health, 
and accident, with the exception of transportation, 
I remiuma for Iiabilirif insurance and .fidelity bonds 
are also included. This is exclusive of any msununjo 
coverage held by the board of education of the school 
district, 

c. Re ntal of land and Buildings . — Expendit ureg from 
^ activity fund for rental of facilities such as mu- 
nicipally-owned auditoriums, gymnasiums, athletic 
fields, and rentals charged by the school district 

i25-d. Other Fixed Charges . — Expenditures of a generally 
recurrent nature t hat cannot be included m accounts 
125— a through 1&5-C, such as refunds made on money 
received prior to the current fiscal year. 


CAPTTAl OUTLAY 
200 Sadat 

r 

Capital Outlay includes all expenditures from an activity fund 
which result in the acquisition of initial or additional equipment for 
an activity or organization. For example, the initial purchase of 
phonographs, film projectors, equipment for a photography dob, and 
basketball scoreboards are recorded here. 


CHAPTER 3 
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Clarification and Daflnfflon* of Cbaring Accounts 

THIS CHAPTER contains the classification and definitions of 
C LEARI NG A CCO UNTS to be used in conjunction with the regular 
receipt and expenditure accounts listed and defined in chapters 1 
and 2. 

Clearing accounts pro ride an effective means for dealing with trans- 
action that present a false picture of the financial condition of school 
activities if recorded under the regular receipt and expenditure ac- 
counts. The clearing account* presented in this chapter are intended 
to cover the transactions that should be accounted for outside of the 
regular receipt and expenditure accounts. The number of clearing 
accounts needed in a particular school will depend upon several fac- 
tors, such as the type of transactions being recorded and whether a 
double-entry or single-entry system of bookkeeping is employed. 
Some schools may need to use only a few of the minimum clearing 
accounts, while other schools may find it necessary to use all of them. 

SECTION I 

Classification Of Clearing Accounts 

The clearing accounts recommended in this chapter m«tn> it possible 
to record, apart from the regular receipt and expenditure 
money collected by a school, which is not to be used for the operation 
of the student activity program. The use of clearing accounts will 
provide an accurate financial picture showing the amount of money 
collected and transmitted for all purposes other than money received 
ami expended for student activities and organisations. 

Money received and expended through the clearing accounts may 
be identified by one of the following two characteristics: (1) Money 
collected and held for the board of education and out-of-school organi- 
sations which mart be turned over to such agencies in the amount 
collected, and (2) money collected and held for individual or group 
activities of the school which should be accounted for apart from the 
regular accounts of student activities and organizations. 

Money collected and held for the board of education and oufc-of- 
ecbool orga nis at ions includes: (a) Collections which must be turned 
90 
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over to the board of education, such as fees, rentals, and fines; (6) 
money belonging to special drives or campaigns such as the Red Cross 
or March of Dimes; (e) collections for taxes and payroll deductions 
resulting from the operation of the school activity program, such as 
sales and admissions taxes, and money withheld for retirement and 
social security; (d) money held for nonstudent organizations such as 
the faculty dub, PTA, and alumni association; and («) miscellaneous 
collections of money of an in-and-out nature, such as money collected 
for student insurance premiums and individual bus fares. 

Money collected and held for individual or group activities of the 
school indudes: (a) Deposits collected from students, subject to re- 
turn, such as locker and laboratory deposits; (6) unprorated portions 
of general activity ticket sales; (e) refunds, rebates, and collections 
for loss of or damage to school property; (d) loans from the school 
district to an activity; (#) interfund transfers; (/) receipts from 
State or conference meets or tournaments; and (p) advances such 
as those made for petty cash. 

The accounts shown in this chapter are the basic clearing accounts 
which should be used with any established fund. However, not all 
of th end earing accounts in this chapter will be necessary or applicable 
to each fund. In setting up the accounts for a fund, the purposes 
for which the money is received and paid out will determine which 
of the clearing accounts are needed. 

In using clearing accounts, certain roles dionld be followed: 

1. It is important that each clearing account be kept separate and 
distinct within itself. The clearing accounts for one activity 
should not be intermingled with the clearing accounts for an- 
other activity. 

2. All money received by a school which is not a part of the regular 
receipt accounts is recorded initially under the appropriate clear- 
ing receipt accounts. 

8. Money recorded in clearing aoootmta is earmarked for a specific 
purpose at the time tbs money is received. 

4. When all of the money under a particular account has been paid 
or proper transfers have been made the account has been cleared. 

6. When possible, all clearing accounts, with the exception of 
account 1040, NONSTUDENT SCHOOL ORGANIZATIONS, 

, should be cleared at the end of the fiscal year. 

f 

Account Numbers 

Clearing accounts constituting the minimum breakdown are in* 
dicated by numbers without letters (1010) to the left of the account 
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title and definition, with the receipt accounts designated by numbers 
and letters (1010=a) and the expenditure accounts designated by 
numbers and letters (101O-b). Examples of the kinds of account 
breakdowns that will be necessary in certain of the clearing accounts 
are shown by the addition of a number following the letter designa- 
tion (1010-a-l), 

The numbers appearing to the left of the accounts are used pri- 
marily for identification purposes. They may also be used with nec- 
essary adaptations as an accounting code, with either machine methods 
of accounting or pen-and-ink methods. 


Classification of Clearing Accounts *" 

The following classification of clearing receipt and expenditure 
accounts is used to account for money which should he recorded out- 
side the regular rereipt and expenditure accounts. As previoufBly 
stated, the specific clearing accounts needed will vary from school to 
school. In order to determine what transactions should be recorded 
under each account, refer to the definitions of clearing accounts, sec- 
tion 13 of this chapter. 


Table 4, — Gearing Account* 


Clearing Accounts 
1000-1100 Series 


Definition 

Paoi 

Number 


1010. BOARD OF EDUCATION 

1010-a. Receipts ■ 

1010-Br-l. Fees 

lOlO-aJ. Textbook Rentals 

1010-b, Expenditures 

10J0-b-l. Fees. 

1010-b— 2. Textbook Rentals 

1020. OUT-OF-SCHOOL CAMPAIGNS ,. v ._ 

1020— a. Receipts . 

1020-»-l. American National Red Cnws.i. 

102O-ar-2. National Foundation..,.. 

1020-b. Expenditures 4' j. 

1 020- b— 1 . American National Red Cross 

1020-b- 2. National Foundation, j 

1030. TAXES AND DEDUCTIONS.... 

1030-a. Receipts . 

1030-ar-J. SUte Sales Tax 

* 1030-a~2. Social Security Tax 


24 

24 

24 

24 

24 

24 

24 

24 

24 

M 

24 

24 

24 

24 

25 
25 
25 
25 
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Table 4, — Clear Inn Account* — Continued 




Clearing Accounts 
1000-1100 Series 


Definition 

Page 

Number 


1030-b. Expenditure 


25 


1030-b-l. State Sales Tax 

1030-b-2. Social Security Tax 


25 

25 


1040. NONSTUDENT SCHOOL ORGANIZATIONS 

1040- a. Receipts .• 

1040-a-l. Faculty Club . 

1040-a-2. PTA 

1040-b. Expenditures . - - - 

' 1040-b-l. Faculty Club 

1040-b-2. PTA_. 

1050. RETURNABLE DEPOSITS 

1050-a. Receipts 

1050-a-l. Locker Deposits 

1050-a-2, Laboratory Deposits 

105O-b, Expenditures - 

1050-b-l. Locker Deposits - . 

1050-b-2. Laboratory Deposits 

1060. GENERAL ACTIVITY TICKETS 

1060- a Receipts 

1060-b. Expenditure* , 1 . __ 

1070.- ABATEMENTS , ----- 

107O-a. Receipts - I 

1070-a-I. Admissions _ 

1070-a-2. Dues and Fees 

1070-a~3, Sales ,, 

1070-b. Expenditures - 

1070-b-l. Adnpaaiona. „ 

1070-b-2. Dues and Fees 

1070-b-3. Sales. - 

1080. LOANS FROM THE 8CHOOL DISTRICT 

1080-a, Receipts 

lOSO'b. Expenditures 

1090. INTERFUND TRANSFERS. 

1090-a. Transfers From Other Funds 

I090-b. Transfers to Other Funds 


25 

25 

25 . 

25 

25 

25 

25 

25 

26 
26 
26 
26 
26 
26 

26 

26 

26 

26 

26 

26 

26 

26 

26 

26 

26 

26 

27 

27 

27 

27 

27 
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1100. PETTY CASH 

1 100-a. Receipts 

1100-b. Expenditures 


V 

28 

28 


1110 . 


MISCELLANEOUS CLEARING ACCOUNTS 

1110-a. Receipts 

1110-b. Expenditures 


28 
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SECTION II 


Definitions of Clearing Accounts 

Definitions of the minimum clearing accounts shown on the preced- 
ing P*g®s are given to facilitate the classification of clearing receipts 
and expenditures. Even though a school does not use all of the 
accounts listed, the definitions win be helpful as a guide in recording 
transactions. 


CLEARING ACCOUNTS 
1000-1100 Series 

1010. BOARD Of IDO CAT) ON 

This account is used to record all money collected for and paid 
to the board of education or school district Included are 
instructional fees; fines; payments for repair or replacement bf 
books, equipment, and property ; and any other money collected 
and held for future remittance to the board of education. This 
account may be cleared several times during the year, and should 
be cleared at the do9e of the fiscal year. 

1010— a. Receipts. Money collected for the board of education 
or school district. 

1010-b. Expenditures. — Money remitted to the board of educa- 
tion or school district. 


KUO. OUT-OF- SCHOOL CAMPAIGNS 

This account is used to record money collected by the individual 
school for special fund-raising drives and campaigns sponsored 
by national and local organizations such as the American 
National Red Cross, National Foundation, and the American 
j Cancer Society. Appropriate subaccounts will be necessary for 
each organization. 

1020-a, Receipts . — Money oollected for agencies such as the 
American National Red Cross, National Foundation, 
end American Cancer Society. 

1020-b. Expenditure s . — Money remitted to agencies such as the 
American National Red Cross, National Foundation, 
and American Cancer Society. 


CLEARING ACCOUNTS 
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1030. TAXIS AND DEDUCTIONS 

This account is used to record payroll deductions and tax 
collections resulting from the activity program and to transmit 
such money to the proper payees. Included are retirement and 
social security deductions and withholding tax, admissions tax, 
sales tax, and any other taxes collected by individual schools. 
Appropriate subaccounts will be necessary to account for the 
different kinds of taxes and deductions. Employer’s share of 
retirement, such as social security, is not recorded here ; it is 
recorded under account 125, Fixed Charges. 

1030-a. Receipts . — Money collected for taxes and deductions, 
such as sales tax, admissions tax, and social security. 

1030-b. Expenditures . — Money remitted to the proper payees 
for taxes and deductions. 


1040. NONSTUDENT SCHOOL OtGAMZATtONS 

This account is used to record all money collected for and be- 
longing to nonstudent school organisations. These organizations 
may include the faculty dub, PTA, alumni association, and ath- 
letic associations. Appropriate subaccounts are necessary to 
account for each organization. The subaccounts are not neces- 
sarily cleared at the end of the fiscal year. Balances may be 
carried over from year to year or until such Upae as the need for 
the subaccount ceases. Money for nonschorforganizations is not 
recorded here; it is recorded under account 1020, OUT-OF- 
SCHOOL CAMPAIGNS, or account 1110, MISCELLANE- 
OUS CLEARING ACCOUNTS. 

1040-a. Receipts. — Money received for the PTA, faculty dub, 
alumni association, etc. 

1040-b. Expenditures .— Money expended for or remitted to the 
PTA, faculty dub, alumni association, etc. 


1050. MTUtNAStE DEPOSITS 

' This account is used to record all money received from students 
as a guarantee that books, keys, uniforms, laboratory equipment, 
etc., that have been furnished to students by the school or activity 
will be returned in an acceptable condition. A subaccount should 
be maintained for each type of deposit, showing the amount re- 
ceived and t-ha amount returned. At the end of the school year, 
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the amount retained by the school is transferred to account 18, 

Other Activity Income, 

1050-a, Receipt.— Money collected as deposits on books, keys, 
loc^prs, uniforms, laboratory equipment, etc. 

1050-b. Expenditures . — Money returned to students as a refund 
of deposits on books, keys, uniforms, laboratory equip- 
ment, etc. 


10A0. GENEKAl ACTIVITY TICKETS 

This account provides a place for recording money received from 
the sale of general activity tickets which is to 'be prorated to 
various student, activities. When the money is prorated, it is 
recorded under the regular activity income accounts of the fund 
in which the activity is classified. Money from the sale of sea- 
son tickets is not recorded here; it is recorded under account 11, 
Admissions. 

1060-a. Receipts . — Money received from the sale of general ac- 
tivity tickets. 

1060-b. Expenditures .— Money prorated to the various activi- 
ties f$»m the sale of general activity tickets. 

r 

1070. A1ATIMENTJ 

This account is used to record abatement transactions that may 
occur within a schotfl activity fund. (An abatement is defined 
as that sum of money which results from a reduction of a previ- 
ously recorded receipt or expenditure.) 

1070-a. Receipts. Money received by a school as a refund on 
previously recorded expenditures, such as overpayments 
to athletic game officials, discounts on purchases, sale of 
replaced equipment, and collections for loss of, or dam- 
age to, school activity property. At the end of the 
accounting period, the amounts recorded here are de- 
ducted from the appropriate expenditure accounts. 

1070-b. Expenditures . — Money paid by a school as a refund on 
previously recorded receipts, such as refunds of money 
on Um sale of admission tickets, sale of merchandise, 
general activity tickets, and dues and fees. At die aid 
' of the accounting period, the amounts recorded hoe are 
deducted from the appropriate receipt accounts. ' 
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1010 LOANS F«OM TNI SCHOOL OISHUCT 


This account provides a place for recording money which is re- 


ceived from the school district for use by a school activity but 
which is to be returned by that activity to the school district 
sometime during the school year. A grant from the school dis- 
trict is not recorded here; it iB recorded under account 20, 
GRANTS FROM THE SCHOOL DISTRICT. 

1080- a. Receipts . — Money received as a loan from the school 
district for the junior class, yearbook, student council, 
etc. 

1080-b. Expenditures , — Money returned to the school district 
from the junior class, yearbook, student council, etc. 

1090. 1NTKSWND TRANSFERS 

This account is for the purpose of recording money transferred 
from one activity fund to another. {Note: An interfund trans- 
fer is a receipt of the fund to which the money is transferred 
and an expenditure of the fund from which the money is trans- 
ferred. However, such a transaction is never considered a 
receipt or expenditure of the total activity funds of the school.) 

1090- a. Transfers From Other Funds . — Money received as a 


1100. PfTTY CAM 

This account is established for the purpose of having cash avail- 


account At any given time, the sum of the cash on hand and 
the petty c^SfiTVouchers for cash expenditures should equal the 
established amounfr*o#-the account When the petty cash of a 
given activity fund is nearly depleted, it is replenished from 
that fond by the issuance of a check equal to the total of the 
petty cash vouchers. The expenditures, as indicated by the cash 
payment vouchers, are reoorded under the appropriate regular 
expenditure accounts of the fund. Money for the replenishment 


transfer from other funds. 


f 

1090-b. Transfers to Other Funds .— Money transferred to 


other funds 



able for making change or immediate cash payments of compara- 


tively small ajpovhts. Only the initial amount of the petty cash 
and any additions or deductions to it are included under this 


cash fund is not reoordefPhere ; it is recorded under 
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the Appropriate regular expenditure account of the fund 
concerned. 

At the end of the fiscal year, the amount of the Petty Osh Ac- 
count is cleared, at which time the original amount used to 
establish the petty cash fund is returned to the regular accounts 
of the activity fund from which it was obtained. 

1100-a. Receipt *. — Money returned to an activity fund that has 
been used to establish a Petty Cash Account, or money 
returned to reduce the amount of a Petty Cash Account, 

1100-b. Expenditures . — Money withdrawn from an activity 
fund to establish a Petty Cash Account, or additional 
money withdrawn from an activity fund to increase the 
amount of a Petty Cash Account. 

mo. MISC&LANtOUS CUAKtMO ACCOUNTS 

This account is used to record any clearing account receipts and 
expenditures which are not classifiable under accounts 1010-1100. 
Included under this account are transactions of an in-and-out 
nature involving the voluntary collection of money by students 
or teachers for services rendered by commercial organizations, 
such as collecting individual bus fares and money for student 
insurance premiums. Appropriate subaccounts will be necessary 
to account for each activity. 

1110-a, Receipts. — Money collected for miscellaneous purposes 
Such as individual bis fares and student insurance 

pr emiums 

1110-h. Expenditures . — Money remitted to a bus company, in- 
surance company, or other agency or activity for which 
it was collected. 



CHART® 4 


Fund Accounting 


THE PRECEDING CHAPTERS of this handbook classified and 
defined the minimum accounts to be used in accounting for school 
activitiea This chapter presents two systems of fund accounting, 
single fund and multiple fund, and outlines the application of the 
regular accounts and clearing accounts to each of these systems. 
Whether an individual school should account for its school activity 
money through a single fund or multiple funds will depend upon 
the needs of the particular school and State and local rules and 
regulations. 

Sing!* Fund 

A school may wish to account for all activity money under one 
fund. A single activity fund consists of a sum of money set aside for 
the various activities ^f an individual school. The fund accounts con- 
stitute a complete entity and all of the financial transactions for the 
fund are recorded in them. 

Under a single- fund system, all money raised by the various school 
groups and activities is deposited in one central activity fund. The 
individual groups or activities of the school may be credited with 
each deposit, but all expenditures from the fund are controlled by an 
activity committee or the principal. The money in the fund is con- 
sidered as the school’s fund and is used to support, the total activity 
program. 

Under this plan, budgeting for activities is more easily facilitated, 
and activities which have no income of their own may receive money 
for their operation. Accounting for school activities under one fund 
also facilitates distribution of money received from the board of 
education for subsidizing the activity program. 

Schools may account for their activities under a single fund if it is 
not necessary to separate the cash balance of a given activity from the 
total sum of money for all activities. For example, if a school budgets 
money for athletic activities, expenditures for such activities may be 
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accounted for in the central fund regardk© of the source of the 
income. 

A school may account for it* activities under a s^igle fund in differ- 
ent ways, depending upon the amount of financial information desired 
regarding the at^ivity groups making up the fund. If a school needs 
financial information about certain school activities, major categories 
may be set up for each. For example, major categories could be estab- 
lished for athletics, publications, and student organisations, or for 
each student club, organisation, publication, or major sport The 
number of such categories to be set up will depend upon the size of 
the school and the amount of financial information needed. 

Under each of these categories, applicable minim um receipt and 
expenditure account* would be maintained 

The minimum accounts shown in table 5, page BS, are the accounts 
classified and defined in chapters 1, % and 3. In setting up the ac- 
counts for a central activity fund, the appropriate accounts should 
be selected from this list, fi is racomssUmdad that tdl » c k o &U , re- 
gardless of time, maintain the m i nim u m accounts outline d as long as 
money it received or expended a* Indicated bp the individual mini- 
mum accounts. It is further recommended that the addition^ da> 
taUad accounts be utilised, whenever applicable, as individual 
schools have need to expand their accounting system beyond the 
mi nimum . 

The account numbers appearing to the left of the account titles are 
primarily for identification purpose*. They may also be used, with 
necessary adaptations, as an accounting oode, with either marhin* 
methods of acco unting or pen-and-ink ma*h/vU 
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Tail* S. — Outline of, Aceomtfi 


REGULAR ACCOUNTS 


Rscgirm (10-40 S>rjes) 

EirmH^rromM (1 00“ 200 Bmmimm) 

10 activity INCOME 

100 ACTIVITY EXPENSE 

1 1 , Admkttooa 

110 B*uc Ofuutiho Eifmdi- 

12 Prorated Share of General 

ma 

Activity Ticket* 

111, Personal and Contracted 

IS Due* and Fee* 

Service* 

14 Sale* 

112. Supplie* 

14 ^ BookJ aod Pertodi»k 

113, Purchaaa* of Merchandise 

14-b Food*, 

113— a. Book* and Periodi- 

and B«T€kfm*«s 

cal* 

14-c. Other Merchandise 

113— b. Confection*, Food*, 

15 Student RanUi* from Ma- 

and Beverage* 

tertai* 

f 113— c Other Mechandtoe 

15-a. Rental From Book* 

114, Other Activity Expense 

15-b. Rental From Equip- 

114-a. Advertising 

merit 

114— b. Guarantee* 

16 Adv*rU«ng 

114-e Travel Expense 

17, Guarantee* 

120 SuvFLBitairrxL Oraaxrtno 

18, Other Activity Income 

ExFaifDmnuM 

20. GRANTS FROM THE 

121, Health Service* 

SCHOOL DISTRICT 

121-a Personal *nd Con- 

30 GIFTS FROM OTHER 

tracted Service* 

SOURCES 

121-b Other Expense 

40 OTHER RECEIPTS 

122, Pupil Tranirportation 

1 22- a Penonal and Con- 

tracted Service* 

123- b Other Expe»e 


123. Opwatton of Plant 

1'23 a Person*! and Con- 
tracted Service* 

123- b. Other Expense 
124 ^Maintenance of Plant 

124— a Personal and Con- 

tracted Service* 

124- b. Other Expense 
125, Fixed Charge* 

125- a. Employer Contri- 

, button* to Retire- 

ment System* 

125-b. Insurance 
125-e. Rental of land and 
Building* 

125-d. Other Fixed 
Charge* 

200. CAPITAL OUTLAY (Initial or addi- 


tional equipment) 
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Tabic 5. — Outline o/ Account* — Continued 


CLEARING ACCOUNTS 
1000- L! 00 Series 


7 


Receipts 


lOlO^a BOARD OF EDUCATION 
1020- a OUT-OF-SCHOOL CAM- 
PAIGNS 

io3o- a Taxes and deduc- 
tions 


ExriNrrrrHic 


1010-b BOARD OF EDUCATION 
1020— b, OUT-OF-SCHOOL CAM- 
PAIGNS 

1030-b TAXE8 AND DEDUCTIONS 


1040- a NON8TUDENT SCHOOL 
ORGANIZATIONS 
1050- a. RETURNABLE DEPOS- 
ITS 

1060-a. GENERAL ACTIVITY' 
TICKETS 

1070-*. ABATEMENTS 
1080-*, LOAN8 FROM THE * 
8CHOOL DISTRICT 
1090-*. INTERFUND TRANS- 
FERS 

1IOO-* PETTY CASH 
1110-a MISCELLANEOUS 

CLEARING ACCOUNTS 


1040-b. NONSTUDENT SCHOOL OR- 
GANIZATIONS 

1050-b. RETURNABLE DEPOSITS ' 

1060-b. GENERAL ACTIVITY 
TICKETS . 

1070-b. ABATEMENTS 
1080-b. LOANS FROM THE SCHOOL 
DISTRICT 

1000-b INTERFUND TRANSFERS 

1 100-b, PETTY CASH 
1110-b MISCELLANEOUS CLEAR- 
ING ACCOUNTS 

- i 


Multifile Fund 

Because of the increased number and variety of activities provided 
by the schools, it often becomes cumbersome to handle all of the activi- 
ties in one fund. For tHis reason, some schools may wish to group 
various activities into different funds by plying those that are 
s i mil a r in nature or purpose into one overall group. 

Accounting for school activities by funds is necessary when expendi- 
tures for certain activities must be identified with the receipts for 
particular activity. In these instances, it provides both flexibility 
an decontrol. For example, an elementary school may want to keep 
the money it receives and expends for instructions] fees, supplies, and 
book rentals separate from its other activity money. In this ■ 
fund could be established for Instructional Fees and Rentals, and ill 
other transactions could be handled through the Miscellaneous Fond. 
A luge hi^h school, however, due, to the magnitude of its operations, 
, want to e8t f bliah » number of funds for the different types of 
activities found in its program. Thus, the number of funds needed 
will vary from school to school. 


FUND ACCOUNTING 
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A suggested grouping of activities into funds for accounting 
purposes is as follows: 

1. Student Organisation Fund , — A fund for the activities of volun- 
tary student groupings such as clubs, class organisations, societies, 
or similar organisations having as their primary purpose the pursu- 
ance of common goals and objectives. Included are dramatic and 
musical productions, paid assemblies, movies, and other activitiw 
( with the exception of athletics) which provide entertainment, amuse- 
ment, and recreation. 

2. Athletic Fund, — A fund for tha activities comprising all inter- 
scholastic athletic games and events of a school, ana for such intra- 
mural athletic events as may be financed from school activity money. 

3. Mer ch a n di se Fund, — A fund for the activities of a merchandis- 
ing nature, such as the operation of school stores, canteens, concession 
Blands, and vending machines, which are directed primarily toward 
accommodating tha merchandising needs of pupils or organisations. 

4. Publications Fund,— A fund for the activities involving the 
printing and publishing of school newspapers, magazines, yearbooks, 
and other student -produced^ publications. 

5. Instructional Fee* and Rentals Fund, — A fund for the activities 
primarily of a classroom nature, such as instructional aids and fees. 

0. Miscellaneous Fund . — A fund for the remaining school activities 
which do not fall readily into one of the speci^d funds given above. 

A Jpulti pie- fund system may be operated as a centralized system 
even though As financial transactions are recorded in separate funds. 
Although the identity of the sums of money making up each fund is 
kept separate and dfsti net, wily one set of books is needed to accodpt 
for all funds. 'Only one hank account is needed, and one person Is 
usually charged with the responsibility of keeping the books. 

Within each of the funds a school ma^ account for the activities in 
different ways. If detailed information about specific activities 
within eikh fund is not needed, it is onlyf necessary to set np the 
minimum accounts under the heading of each fund, such as Athletics, 
Publications, and Instructional Fees and Rentals. 

Schools * wanting detailed financial information regarding specific 
activities within each fund could art up major categories for each. 
For example, within t.ljie Athletic Fund, major categories could be 
established tor football and basketball, and within the Student 
Organization Fund, major categories oould be established for each 
sradent club or class. 

<. Under each of these categories, applicable minimum receipt and 
expenditure accounts would be maintained. 
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Food Service* 

In many school districts, food services are accounted for through 
district office procedures and the accounts in Handbook II, Financial 
Accounting for Local and State School Systems, are utilized. How- 
ever, the accounting procedures given here are adaptable for use by 
schools accounting for food services in the individual school. When 
this is done, a separate Food Services Fund should be established, 
utilizing the standard receipt and expenditure accounts and adapting 
thern to food services consistent with existing local and State regu- 
lations in the particular area. 

Outline of Basic Funds 

On the following pages, outlines of the six basic funds are presented, 
showing the regular receipt and expenditure accounts and the clearing 
accounts recommended for each fund. 

The minimum regular accounts in each fund are indicated by 
numbers without letters (14) to the left of the account^ ties, Addi- 
tional detailed accounts are shown as subordinate to the minimum 
accounts and are indicated by numbers with letters (14-a) to the left 
of the accounts. Clearing accounts constituting the minimum break- 
down are indicated by numbers without letters (1010) to the left of the 
account title and definition, with the receipt accounts designated by 
numbers and letters (1010-a) and the expenditure accounts designated 
by numbers and letters ( 1010-b) . 

It Is recommended that all schools , regardless of sise, nudntdfg 
the minimum accounts outlined for each fund as long as money is 
received or expended as indicated by the individual minimum ac- 
counts. It is further recommended that the additional detailed ac- 
counts be utilised , whenever applicable, as individual schools have 
need to expand their accounting systems beyond the minimum. 

The account numbers appearing to the left of the account titles 
are primarily for identification purposes. They may also be used, with 
necessary adaptations, as an accounting code, with either machine 
methods of accounting or pen-and-ink methods. 


STUDENT ORGANIZATION FUND 

Definition. — The Student Organization Fund consists of a sum of 
money set aside for the purpose of financing the activities of dubs, 
classes, and similar student organizations which are under the super- 
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REGULAR ACCOUNTS 


Receipts (10-40 Series) 

Expenditures (100-200 Series) 

10, ACTIVITY INCOME 

11. Admissions 

12. Prorated Share of General 
Activity Tickets 

13. Dues and Fees 

14. Sales 

10. Advertising 

18. Other Activity Income 

100. ACTIVITY EXPENSE 

110, Basic ^Operating Expendi- 
titms 

111. Personal and Contracted 
Services 

112. Supplies 

113. Purchases of Merchandise 

114. Other Activity Expense 
114~a. Advertising 

20. GRANTS FROM THE 
SCHOOL DISTRICT 

1 14-b. Guarantees 
114-c. Travel Expense 
120, Supplemental Opera tino Ex- 

30. GIFTS FROM OTHER 
SOURCES 

penditures 

122. Pupil Transportation 
122-a. Personal and 

40. OTHER RECEIPTS 

Contracted 

Services 

122- b. Other Expense 

123. Operation of Plant 

123- a. Personal and 

t Contracted 

Services 

123- b. Offer Expense 

124. Maintenance of Plant 

124- a. Personal and 

Contracted 

Services 

'j 

f 

124- b. Other Expense 
126. Fixed Charges 

125- a. Employer 

Contributions 
to Retire- 
ment Systems 

126- b. Insurance 
126-o. Rental 

200, CAPITAL OUTLAY (Initial or ad- 
ditional equipment} 


CLEARING ACCOUNTS (1000-1100 Series) 


Rrcriptb 

Expenditures 

1030-r. TAXE8 AND DEDUC- 
TIONS 

1070-a. ABATEMENTS 
1090-r. INTERFUND TRANS- 
FERS 

1100-r. PETTY CASH 

1030-b. TAXES AND DEDUCTIONS 

1070-b. ABATEMENTS 

1090-b. WTERFUND TRANSFERS 

1100-b. PETTY CASH 

iiiC C* *“ ‘ ‘ ‘ r - * - :i ' = 
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vision of the school. Money belonging to nonschool student organiza- 
tions, such as Boy Scouts, Girl Scouts, and 4-H Clubs, that meet in 
the school *but are under the direction of nonschool personnel is not 
accounted for in this fund. If such money is handled by the school, 
receipts and expenditures are recorded in the Miscellaneous Fund 
under clearing accounts 1110-a and 1110— b. 

V$e . — A school may account for the financial activities of student 
organizations in different ways. Schools wanting detailed informa- 
tion regarding the finances of student organizations may establish 
separate categories for each class, chib, or organization. For example, 
within' the Student Organization Fund a category may be set up for 
the Class of 1960 under which the applicable accounts are maintained. 
If such detailed information on each student organization is not 
needed, it is only necessary to set up the accounts under the one head- 
ing, Student Organizations. The recommended minimum regular 
receipt, regular expenditure, and clearing accounts to be used for this 
fund are shown in table 6. 

Selection of Accounts . — The accounts suggested in table 6 are se- 
lected from the master list of accounts classified and defined in chap- 
ters 1, 2, and 8. If a school has other receipts or expenditures for 
student organizations not covered in this outline, reference should be 
made to the master list of accounts in those chapters. 


ATHLETIC FUND 


Definition . — The Athletic Fund consists of a sum of money set aside 
for the purpose of financing the athletic program of a school. In 
most schools, this applies only to the interscholastic program, i.e., 
football, basketball, track, and minor sports. However, when schools 
finance their intramural programs from the Athletic Fund, such trans- 
actions are accounted for in this fund. Receipts from concession 
sales, the sale of programs, or the sale of other similar items at athletic 
events are not recorded under this fund ; they are recorded in the Mer- 
chandise Fund, and the net profits from these sales are then trans- 
ferred to the appropriate class, club, or other activity. 

V»e. — A school may account for the financing of athletics in dif- 
ferent ways. Schools wanting detailed information regarding the 
finances of their athletic activities may establish separate categories 
for each sport For example, within the Athletic Fund a separate 
category may be set up for interscholastic athletics, intramural ath- 
letics, or for each individual sport as desired, under which the appli- 
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Table 7. — Athletic Fond 


REGULAR ACCOUNTS 


Receipts (10-40 8sries) 


Expenditures (100-200 Series) 


10. ACTIVITY INCOME 

11. Admissions 

12. Prorated Share of General 
Activity Tickets 

13. Dues and Fees 
18. Advertising 

17. Guarantees 

18. Other Activity Income 

20. GRANTS FROM THE 
SCHOOL DI8TRICT 

30. GIFTS FROM OTHER 
80URCE8 

40. OTHER RECEIPTS 


100. ACTIVITY EXPENSE 

110. Basic Operating Expendi- 
tures 

111. Personal and Contracted 
Services 

112. Supplies 

114. Other Activity Expense 
114-a. Advertising 
114-b, Guarantees 
114-c. Travel Expense 
120. Supplemental Operating Ex- 
penditures 

121. Health Services 

121-a. Personal and Con- 
tracted Services 

121- b. Other Expense 

122. Pupil Transportation 

122- a. Personal and Con- 

tracted Services 

122- b. Other Expense 

123. Operation of Plant 

123- a. Personal and Con- 

tracted Services 

123- b. Other Expense 

124. Maintenance of Plant 

12 4- a. Personal and Con- 

tracted Services 

124- b. Other Expense 

125. Fixed Charges 

125- a. Employer Contri- 

butions to Retire- 
ment Systems 

125-b. Insurance 
125-c. Rental 

200. CAPITAL OUTLAY (Initial or addi- 
tional equipment) 


CLEARING ACCOUNTS (1000-1100 Series) 


Receipts 

Expenditures 

1030- a. TAXE8 AND DEDUC- 

1030-b. TAXES AND DEDUCTIONS 

TIONS 


1070-a. ABATEMENTS 

1070-b. ABATEMENTS 

1090-a. INTERFUND TRANS- 

1090-b. INTERFUND TRANSFERS 

FERS 


1100-a. PETTY CASH 

110O-b. PETTY CASH 

f 
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cable accounts are maintained. If detailed information on each 
athletic activity is not needed, it is only necessary to set up the ac- 
counts under one heading, Athletics. The recommended min imum 
regular receipt, regular expenditure, and clearing accounts to be used 
for this fund are shown in table 7 . 

Selection of Accounts . — The accounts suggested in table 7 are se- 
lected from the master list of accounts classified and defined in chap- 
ters 1 , 2 , and 8 . If a school has other receipts or expenditures for 
athletic activities not covered in this outline, reference should be made 
to the master list of accounts in those chapters. 


MERCHANDISE FUND 


Definition . — The Merchandise Fund consists of a sum of money 
set aside for the purpose of financing the merchandising activities of a 
school (with the exception of school lunch and student-produced 
publications) which are directed primarily toward meeting the mer- 
chandising needs of students, teachers, and the general public. In- 
cluded are the merchandising activities of school-sponsored stores, 
shops, canteens, classes, and clubs. The net profits from these activi- 
ties are transferred to the appropriate clase or organization. Money 
which a school may collect for and transmit to the board of education 
for merchandi s ing activities, such as rental of textbooks, is not re- 
corded in this fund ; such receipts and expenditures are recorded in the 
Miscellaneous Fund under clearing accounts 1010 -a and 1010 -b, 
respectively. 

Use . — A school may account for merchandising activities in dif- 
ferent ways. Schools wanting detailed information regarding the 
fi n a n ces of their merchandising activities may establish separate cate- 
gories 07 head ing s for different types of sales. For example, within 
the Merchandise Fund a separate category may be set up for a school 
store, concession sales, or programs undo- which the applicable ac- 
counts are maintained. If detailed information on each merchandis- 
ing activity is not needed, it is only necessary to set up the accounts 
under one heading, Merchandise. The recommended minimum regu- 
lar receipt, regular expenditure, and clearing accounts to be used for » 
this fund are shown in table 8 . 

Inventories . — The handbook deals only with receipt and expendi- 
ture accounts. However, in the operation of a merchandising activity, 
good bookkeeping procedures will nec es sit ate the taking of an inven- 
tory in order to accurately determine the cost of a merchandising ac- 
tivity. Inventories will need to be taken as often as ft is necessary to 
prepare a fin a nci al statement on merchandising activities. 
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Table 8. — Merchandise Fond 


REGULAR ACCOUNTS 


Receipts (10-40 Scrim) 

Expenditures (100-200 Scans) 

10. ACTIVITY INCOME ». 

14. Sales 

14— a. Books and Periodical* 
14-b. Confections, Foods, 
and Beverages 
14-c. Other Merchandise 
18. Other Activity Income 

20. GRANTS FROM THE 
SCHOOL DISTRICT 

100. ACTIVITY EXPENSE 

110. Basic Operating Expendi- 
tures 

111. Personal and Contracted 
Services 

112. Supplies 

113. Purchases of Merchandise 
113-a. Books and Periodi- 
cals 

113-b. Confections, 

30. GIFT8 FROM OTHER 
SOURCES 

Foods, and Bev- 
erages 

40. OTHER RECEIPTS 

113-c. Other Merchandise 
114. O^ier Activity Expense 
120. Supplemental Operating Ex- 
penditures 

123. Operation of Plant 

123- a. Personal and Con- 
tracted Services 

123- b. Other Expense 

124. Maintenance of Plant 

124- a. Personal and Con- 

tracted Services 

124- b. Other Expense 

125. Fixed Charges 

125- a. Employer Contri- 

butions to Retire- 
ment Systems 
125-b. Insurance 
125-e. Rental 

200. CAPITAL OUTLAY (Initial or ad- 
ditional equipment) 


CLEARING ACCOUNTS (1000-1100 Seriea) 


Receipts 

Expenditures 

1030-a. TAXIS AND DEDUC- 
TIONS 

1070-a. ABATEMENTS 
1020-a. INTERFUND TRANS- 
FERS 

1100-a. PETTY CASH 

1030-b. TAXES AND DEDUCTIONS 

1070-b. ABATEMENTS 

1090~b. INTERFUND TRANSFERS 

1100-b. PETTY CASH 

J 

X 

. . / * 

----- ' "... '«-*•** — - - r , <- •*- 

' 0 
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Selection of Accounts . — The accounts suggested in the outline of 
the Merchandise Fund are selected from the master list of accounts 
classified and defined in chapters 1, 2, and 3. If a school has receipts 
or expenditures for merchandising activities not covered in this out- 
line, reference should be made to the master list of accounts in those 
chapters. 


PUBLICATIONS FUND 


Definition. — The Publications Fund consists of a sum of money 
set aside for the purpose of financing the preparation, production, and 
distribution of student-produced publications, such as the school 
paper, school yearbook, and school magazine. Items such as printed 
programs and tickets are not included in this fund. Receipts from 
programs' sold at a school event are recorded in the Merchandise Fund. 
The cost of programs -which are furnished as a part of the cost of 
admissions and the cost of printing tickets are included in the fund 
in which the given activity is placed. 

Use . — A school may account for the financial activities of school 
publications in different ways. Schools wanting detailed information 
regarding the finances of their publications program may establish 
separate categories for each type of publication. For example, within 
the Publications Fund a separate category may be set up for the 
school paper, school yearbook, or school magazine, under which the 
applicable accounts are maintained. If detailed information on each 
publications activity is not needed, it is only necessary to set up the 
accounts under one heading, Publications. The recommended mini- 
mum regular receipt, regular expenditure, and clearing accounts to 
be used for this fund are shown in table 9. 

Selection of Accounts . — The accounts suggested in the outline of 
the Publications Fund are selected from the master list of accounts 
classified and defined in chapters 1, 2, and 3. If a school has receipts 
or expenditures for publications not covered in this outline, reference 
should be made to the master list of accounts in those chapters. 


c 
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TmUe 9. — Publication* Fond 


REGULAR ACCOUNTS 


Receifts ( 1 0—40 Series) 

ExrawDmrams (100-200 Series) 



10. ACTIVITY INCOME 

12. Prorated Share of General 
Activity Tickets 

13. Duee and Fees 

14. Sales 

14-a. Books and Periodicals 
16. Advertising 
18. Other Activity Income 

20. GRANTS FROM THE 
SCHOOL DISTRICT 

100 ACTIVITY EXPENSE 

110. Basj£ Ofirating Expbndi- 

TCMME 

111 Personal and Contracted 
Services 
112. Supplies 

114. Other Activity Expense 
114-c. Travel Expense 
120 ScreLBitBirTAL Operating Ex- 

PBNDlTUmM 

123 Operation of Plant 

30. GIFTS FROM OTHER 
SOURCES 

IK-a Personal and Con- 
tracted Service 

40 OTHER RECEIPTS 

123- b. Other Expend 

124. Maintenance of Plant 

1 24 a Personal and Con- 
tracted Service* 

124- b, Other Expense 

125. Fixed Charges 

125" a. Employer Contri- 
butions to Retire- 
men! Systems 

125- b, Insurance 

125-d, Other Fixed 
Charge* 

200. CAPITAL OUTLAY (Initial or ad- 
ditional equipment) 


CLEARING ACCOUNTS (1000-1100 Series) 


Receipts 

Expenditures 

1030-a. TAXES AND DEDUC- 
TIONS 

1070-a. ABATEMENTS 
1090-a. INTERFUND TRANS- 
FERS 

1100-a. PETTY CASH 

i 

1030-b. TAXES AND DEDUCTIONS 

1070-b. ABATEMENTS 

1090-b. INTERFUND TRANSFERS 

1100-b. PETTY CASH- 
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INSTRUCTIONAL FEES AND RENTALS FUND 

► 

Definition * — -The Instructional Fees and Rentals Fund consists of 
a sum of money set aside for the purpose of supplemental financing 
of instructional activities, such as classroom supplies, laboratory fees, 
and rentals .for books, when such receipts and expenditures are 
handled by an individual school. Receipts from fees and rentals 
which must be remitted to the board of education are not recorded 
in this fund; they are recorded in the Miscellaneous Fund under 
clearing account 1010-a, 

!’*«• — A school may account for instructional fees and rentals in 
different ways. Schools wanting detailed financial information re- 
garding instructional fees and rentals may establish separate cate- 
gories for .each instructional activity. For example, wi thin the 
Instructional Fees and Rentals Fund a separate category may be art 
up for classroom supplies, laboratory fees, or rental of books, under 
which the applicable aocounts are maintained. If detailed informa- 
tion on each instructional activity is not needed, it is only necessary 
to set up the accounts under one heading, Instructi onal Fees and 
Rentals. The recommended minimum regular receipt, regular ex- 
penditure, and clearing accounts to be used for thia fund are shown 
in table 10. . 

Selection of Accounts . — The accounts suggested in the outline are 
selected from the master list of accounts classified and defined in 
chapters 1, 2, and 3. If a school has other receipts or expenditures 
for the Instructional Fees and Rentals Fund not covered in thia out- 
line, reference should be made to the master list of aocounts m those 
chapters. 
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Table 10, — ImtrDftionil Fee* and Rental* Fund 


SECULAR ACCOUNTS 


Rscurra (10-40 Sum) 


10 . ACTIVITY INCOME 


Exuifomra** (100-200 8*aixa) 


100 . 


IB. Dues and Fee* 

15. Student Rental* From Mate- 
rial! 

15- a. Rental From Book* 
15-b, Rental From Equip- 
ment 

18. Other Activity Income 

20. GRANTS FROM THE 
SCHOOL DISTRICT 

30. GIFTS FROM OTHER 
SOURCES 

40. OTHER RECEIPTS 


ACTIVITY EXPENSE 
110. Ba*ic Opmatinq Exfeno- 
rrciM 

111. Personal and Contracted 
Service* 

112. SuppUe* 

118, Purchase* of Merchandise 
113-a. Beok .1 and I’eri- 
odicala 

114. Other Activity Expense 
1%). SuppLuiBirrai, Ofxbatino F.x- 
rurorruBBS 

122. Pupil Transportation 

122-a. Personal and Con- 
tracted Services 
122-b. Other Expense 

124. Maintenance of Plant 

124- b. Other Expense 

125. Fixed Chargee 

125- a. Employer Contri- 
butiona to Retire- 
ment Systems 

125-b. Insurance 
125— c. Renta] of Lend and 
Buildings 

200. CAPITAL OUTLAY (Initial or ad- 
ditional equipment) 


CLEARING ACCOUNTS 
1000-1100 Series 


RacsnPTs 

ExpmNDmrBJM 

1050-a. RETURNABLE DEPOS- 

1060-b. RETURNABLE DEPOSITS 

ITS 


1070- a. ABATEMENTS 

1070-b. ABATEMENTS 

1100-a. PETTY CASH 

1100-b. PETTY CASH 
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MISCELLANEOUS FUND 

Definition . — The Miscellaneous Fund consist* of a sum of money 
set aside for the purpose of financing the activities of a school which 
are not accounted for in other funds, such as money used for the 
general administration of the rtudent activity program. It also pro- 
vides a place to account for clearing receipts and expenditures which 
are not accounted for in other funds. For example, all money col 
looted for and remitted to the board of education is accounted for in 
this fund under clearing accounts 1010-a and 1010-b. 

Dse. A school may account for the financing of miscellaneous 
student activities in different ways. Schools wanting detailed infor 
mation regarding the finances of each miscellaneous student activity 
may establish separate categories for each activity. For example, 
within the Miscellaneous Fund a separate category may be set up for 
each activity not accounted for in the other funds, under which the < 
applicable accounts are maintained. If such detailed information 
on each activity is not needed, it is only necessary to set up the ac- 
counts under one heading. Miscellaneous. The recommended mini 
mum regular receipt, regular expenditure, and clearing accounts 
to be used for this fund are shown in table 1 1 . 

Selection of Accounts . — The accounts suggested in the outline are 
selected from the master list of accounts classified and defined in 
chapters 1, 2, and 8. If a school has other receipts or expenditures 
for the Miscellaneous Fund not covered in this outline, reference 
should be made to the master list of accounts in those chapters. 
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TaMe 11^— MbceUanecm* Food 
REGULAR ACCOUNTS 


Receipts (ID— 40 Qmmsm) 

Expksditurfs ( 1 00-2UO Series) 

10 ACTIVITY INCOME 

12 Prorated Share of t feuerai 
Activity Tickets 
IS Other Activity Income 

100 ACTIVITY EXPENSE 

110, B as i c ( ) p r ra n s o E x p r a d i - 

TWI 

111 Feraonal arid Contracted 

20 GRANTS FROM THE 

SCHOOL DISTRICT 

Services 
112, Supplies 

114 Other Act! vitv Expense 

30 GIFTS FROM OTHER 

SOURCES 

120. StTFPUMEIfTAL OPERATING Ex- 
F RICDITU IM 

4 Q OTHER RECEIPTS 

123 Operation of Plant 

123 a Personal and Con- 
tracted Services 

123 b Other Expense 

124 Maintenance of Plant 

124 s Personal and Con- 

tracted Services 

124— h. Other Expense 

125 Fixed Chargee 

# 125- a Employer Contri- 

butions to Re- 
tirement 
Systems 

125- h. Insurance 
125-c* Rental 

200 CAPITAL OUTLAY (Initial or ad~ 
ditionai equipment) 





CLEARING ACCOUNTS (1000-1100 Series) 


Receipts 

Expenditures 

1010-a. BOARD OF EDUCATION 
1020- a. OUT-OF-SCHOOL CAM- 
PAIGNS 

1030-a. TAXES AND DEDUC- 
TIONS 

1040~a. NONSTUDENT SCHOOL 
ORGANIZATIONS 
1060-*, GENERAL ACTIVITY 
TICKETS 

1110-*. MISCELLANEOUS 

I010»b. BOARD OF EDUCATION 
102O-b. OUT-OF-8CHOOL CAM- 
PAIGNS 

1080-b. TAXES AND DEDUCTIONS 

1040-b. N0N8TUDENT SCHOOL OR- 
GANIZATIONS 

1060-b. GENERAL ACTIVITY 

TICKETS 

1110-b. MISCELLANEOUS 
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CHAPTER 5 


A Financial Accounting System 

THE ACCOUNTING SYSTEM printed in this chapter has been 
developed for use in accounting for all fiifkncial transactions involv- 
ing school activities. Procedures are outlined and supporting docu- 
ments, registers, ledgers, and reports are illustrated. The regular 
receipt, regular expenditure, and clearing accounts set forth in chap- 
ters 1, 2, and 3, and the fund accounting concept presented in chapter 
4 are utilized. The suggested accounting system is one system which 
may be used ; other systems could accomplish the same purpose.**jjjome 
schools may wish to retain their present accounting system, utilizing 
the standard receipt and expenditure accounts presented in chapters 
1, 2, and 3. Other schools may wish to modify the suggested system 
to meet their particular needs, either through the use of a single fund 
or multiple funds. 

Principles Governing Activity Ftfnd Accounting 

The accounting procedures suggested in this handbook are based on 
the following principles : * 

1. The general administration of school activity fund accounting 
should be governed by rules and regulations prescribed by the 
board of education of the school district. 

2. The board of education should designate a person (usually the 
superintendent) to implement all policies and rules pertaining 
to the supervision and administration of funds in the schools 
under his jurisdiction. 

3. One person should be designated (usually the principal) to be 
responsible for the funds in each individual school. 

4. Expenditures for school activities should be carefully planned 
wi thin the resources of the activity, which would make the use 
of a budget control of receipts expenditures desirable and 
sometimes necessary. 

5. Persons handling the school funds should be bonded through the 
regular school district procedures, and the bond should be in an 
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amount sufficient for the adequate protection of the funds of t 
school. 

6. An annual audit should be made of all school activity funds 

trained and recognized auditors. *• 

7. Regular financial reports should be made to the administrati 
head of the school and to the board of education. 


SECTION i 

Activity Fund Accounting Procedures 


The accounting procedures suggested in this chapter are intend 
primarily for use by the person or persons responsible for handlii 
the activity money and keeping the books. This may be the princip 
or another person who has been assigned such responsibility. T 
procedures recommended are not set forth as the only ones whi< 
may be followed. In many instances, modification of these procedur 
may be necessary to meet the needs of individual schools or school sy 
terns. Anyone planning to use this handbook who is not versed 
accounting for school activities might well seek the assistance of tl 
board of education accountant or other publicly employed acoountai 


Centralized and Decentralized Accounting 

Financial accounting for school activities as outlined in this ham 
book may be handled through a centralized or decentralized systei 

Under a centralized system, the money and records for all the fun< 
are handled and maintained through a central office under the supe 
vision of a central treasurer. One or more bank accounts may 1 
maintained for these funds. 

Under a decentralized system, individual funds are maintained f< 
certain activities. Each of these funds has its own treasurer and mail 
tains a separate bank account. 

This handbook recommends a centralized system. Although tl 
procedures outlined herein have been developed for a centralized sy 
tern, they are equally applicable for a decentralized system. 

Adapting to Double-Entry and Single-Entry Bookkeeping 

The accounts shown in this handbook are for use with either 
double-entry or single-entry method of bookkeeping, and when xm 
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with either method, will result in comparable financial data among 
individual schools. The system of bookkeeping described in this 
chapter is for illustrative purposes, and utilizes a single-entry method. 
Many schools will prefer a*double-entry method of bookkeeping as it 
provides a control of assets and liabilities, including inventories, in- 
vestments, receivables, payables, and equipment. 

The procedures and forms presented in the handbook are intended 
to provide a basic framework upon which schools may develop their 
own system. The suggested bookkeeping procedures and forms can 
be used with a single-entry method as shown, or can be modified very 
easily for a double-entry method. 

Handling and Recording Cash Receipts and Expenditures 

The efficient and accurate accounting of school activity funds re- 
quires that sound procedures be followed in handling money received. 
Money may be collected initially by a student activity treasurer, who, 
in turn, deposits it with the central treasurer; or the initial collection 
may be made by the central treasurer. 

The use of a student activity treasurer provides safeguards that 
result from having two independent records of all receipt and expendi- 
ture transactions. The use of a student treasurer in no way relieves 
the adult faculty member concerned of the responsibility for activity 
funds. The official records are maintained by the central treasurer, 
while individual records of receipts and expenditures for each activity 
are maintained by the student activity treasurer. This provides a 
basis for auditing the records of both the central treasurer and the 
activity treasurer. 

In addition, student activity treasurers gain many valuable educa- 
tional experiences through keeping accurate financial records of the 
dubs or organizations they represent. Care should be taken to see 
that procedures used by student treasurers are not in conflict with in- 
struction received in class. 

I. Procedures for Student Activity Treasurer 

A. Collection ** — Money collected by a student activity treasurer 
is acknowledged by the issuance of a prenumbered auxiliary 
reoeipt, cash register sales slip, or prenumbered ticket to the 
person from whom the money is received. 

B. DcpotUs . — All money collected by student activity treasurers 
is deposited intact with the central treasurer immediately and 
is substantiated by confirming records. A deposit slip should 
accompany each deposit made with the central treasurer. A 
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signed receipt is received from the central treasurer acknowl- 
edging each deposit, 

C. Disbursements. — The activity purchase order is prepared by 
the activity treasurer and submitted to the activity sponsor and 
school principal for approval. The student treasurer checkB 
the merchandise against the invoice and purchase order when 
it is received and forwards the invoice to the central treasurer 
for payment. If the activity has established a petty cash 
fund, the student activity treasurer maintains adequate records 
covering petty cash transactions. 

D. Records of Transactions * — The activity treasurer should keep 
a 9et of books for that given activity. The amount of collec- 
tions deposited with the central treasurer is entered in a re- 
ceipts journal, and the amount of disbursements is entered in 
an expenditures journal for the activity. 

II. Procedural for Control Treasurer for Receiving and Disbursing Money 

A. Collections. — An official, prenumbered, duplicate or triplicate 
receipt is prepared in acknowledgment of cash collections from 
any source. The Official Receipt, Form 1, page 60, should 
reveal such information as is necessary for making appropriate 
entries in the Receipts Distribution v I«|dger. 

B. Deposits.— Money collected by the central treasurer should be 
deposited intact daily in the officially designated depository. 
Checks deposited should be endorsed with a restrictive en- 

• dorsement, and a duplicate deposit slip must accompany each 
deposit and be signed by the bank teller. An Analysis of 
Deposit, Form 2, is prepared by the central treasurer for each 
deposit. 

v • ~ 

0. Disbursements. 

1. Check Disbursements. — All disbursements, except small 
cash purchases, should be made by check prepared by the 
central treasurer. The central treasurer should not issue a 
check without an approved purchase order or an approved 
disbursement order, to which has been attached a properly 
checked invoice showing the receipt of the goods or services. 
(An example of one type of combined requisition and pur- 
chase order is shown as Activity Purchase Order, Form 3, 
p. 64.) The Check, Form 4, p. 66, should be prenumbered 
and serve as the basis for making an entry in the Expendi- 
tures Distribution Ledger. When a check has been writ- 
ten, the invoice and supporting documents should be marked 
“paid” and filed for auditing purposes. 
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2. Petty Cash Disbursement*. — To facilitate small cash pur- 
chases, most schools will operate a petty cash account. 
Purchases through petty cash should be restricted to an 
absolute minimum, and when a cash expenditure is made a 
Petty Cash Voucher, Form 5, page 68, should be used to 
support the transaction. Petty Cash Vouchers should be 
supported by paid invoices where possible. 

8. Inter fund Transfers. — Transfers of money from one fund 
to another ere supported by a Transfer Voucher, Form 6, 
page 70, which is signed by the sponsor or organization rep- 
resentative authorizing the central treasurer to make the 
•*-' transfer. 

III. Procedures for Central Treasurer in Recording Transactions and 

Keeping the Books 

A. Fund Balance Record. — An official receipt is made out for all 
money received, and a check is issued ~f or all money paid out by 
the central treasurer. Money received by an individual school 
should be deposited daily. After each deposit has been made 
it is recorded in the Fund Balance Record, Form 7, page 72, 
of the appropriate fund. The amount to be recorded is taken 
from the Analysis of Deposit, Form 2, page 62. Each check 
issued by the central treasurer is also recorded in the appro- 
priate Fund Balance Reoord. 

A Fund Balance Reoord is maintained for each fund. It pro- 
vides a running balance of the fund and minimizes the pos- 
sibility of overspending from the fund. 

B. Receipts and Expenditures Register. — The total amount of 
each deposit made and of each check issued by the*central treas- 
urer is recorded in the Receipts and Expenditures Register, 
Form 8, page 74. . 

The Receipts and Expenditures Register serves as a control 
whereby the total amount of money deposited and expended 
x for all funds is maintained continuously, and at any given 
time the total amount of money available for all funds can be 
readily determined by subtracting the amount expended from 
the total deposits plus the beginning balance. 

C. Receipts Distribution Ledger.—*- All money received by 'the 
central treasurer is recorded in the Receipts Distribution 
Ledger, Form 9, page 76, from the Official Receipt The Re- 
ceipts Distribution Ledger provides an analysis of all cash 
receipts through a distribution among the regular receipt ac- 
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counts: Account 10, ACTIVITY INCOME; account 20, 
GRANTS ; account 30, GIFTS ; and account 40, OTHER RE- 
CEIPTS ; and through the clearing receipt accounts. 

A school should maintain a Receipts Distribution Ledger for 
each of the funds establishedr ‘ The number of columns needed 
in the Receipts Distribution Ledger will depend upon each 
fund and the number of minimum accounts utilized (see ch. 4). 

D. Expenditures Distribution Ledger. — All money expended by 
the central treasurer is recorded in the Expenditures Distribu 
tion Ledger, Form 10, page 78, fwuft the check voucher or stub. 
The Expenditures Distribution Ledger provides an analysis of 
expenditures through a distribution among the regular ex- 
penditure accounts, account 100, ACTIVITY EXPENSE, 
and account 200, CAPITAL OUTLAY ; and through the 
clearing expenditure accounts. 

• A school should maintain an Expenditures Distribution 
Ledger for each of the funds established. The number of 
columns needed will depend upon each fund and the number of 
minimum accounts utilized (see ch. 4). 

E. Subsidiary Activity Ledger.— The Subsidiary Activity Ledger 
may be used schools desiring a record of the financial trans- 
actions of certain activities within a given fund. A Sub- 
sidiary Activity Ledger, Form 11, page 80, is maintained for 
each category or activity, showing the receipts, expenditures, 
and cash balance^ 

Postings are made to the Subsidiary Activity ^Ledger from the 
Receipts Distribution Ledger and the Expenditures Distribu- 
tion Ledger of the fund. 

F. Reconciliation of Bank Statement. — The balance shown by 
the bank statement will rarely agree with the balance reflected 
by the books of the activity funds because of outstanding 
checks, deposits in transit, bank service charges, jmd possible 
errors. Thus, the bank statement should be reconciled with 
the activity fund books as soon as possible after it has been 
received. A Reconciliation of Bank Statement, Form 12, page 
82, is used for this purpose. 

G. Monthly Financial Statement of Each Fund. — At the end of 
the month a financial statement should be prepared for each 
fund. There are many ways a monthly finanidmi statement 
may be presented. The Monthly Financial Statement of Each 
Fund, Form 18, page 84, shows the receipts and expenditures 
for a fund by source and purpose. This information for the 
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statement is derived from the Fund Balance Record, Receipts 
Distribution Ledger, and the Expenditures Distribution 
Ledger. The information contained in Form 13 also includes 
the financial status of each activity making up an activity 
fund. This information is derived from the Subsidiary Ac- 
tivity Ledger. The monthly financial statement should be 
signed by the central treasurer and the principal, or whoever 
has responsibility for the funds in the particular school. 

A list of accounts payable for each fund should be included, 
and may be entered on the back of the Monthly Financial 
Statement of Eaclj jfun d, 

H. Monthly Summary Statement for AU Fund*.— The Monthly 
Summary Statement for All Funds, Form 14, page 86, is pre- 
pared for two purposes: (1) To provide the board of educa- 
tion with a report of the overall financial status of the school 
activity funds, and (2) to provide an internal check against 
bookkeeping errors. 

The information to be recorded here is derived from two 
sources. The total deposits and the total expenditures of all 
funds are taken from the Receipts and Expenditures Register. 
The financial information regarding each fund is taken from 
the Monthly Financial St&temdht of Each Fund. The total 
balance of all funds should equal the balance as reflected by the 
Receipts and Expenditures Register and the Reconciliation of 
Bank Statement. The Monthly Summary Statement for All 
Funds should be signed by the central treasurer and the prin- 
cipal, or whoever has responsibility for the funds in the 
particular school. 

I. Annual Financial Statements . — Annual financial statements 
should be prepared at the <jnd of the school year. The forms 
used for the Monthly Financial Statement of Each Fund and 
the Monthly Summary Statement for All Funds may be used 
in preparing the annual financial statements. , 


SECTION II 

Activity Fund Accounting Forms 

This section of the chapter provides a sample set oT forms that may 
be used in implementing the accounting procedures outlined in sec- 
tion I > The chart on page 68 summarizes the process in graphic form 
and identifies the appropriate forms to be used in each stop. Briefly, 
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(he steps to be used in recording receipt and expenditure transactions 
are : 

a. Step * to be followed in recording receipt* 

(1) Issue receipts, 

(2) Deposit money, using duplicate deposit slip and Analysis of 
Deposit Form. 

(3) Record receipt in appropriate Fund Balance Record. 

(4) Record receipt in Receipts and Expenditures Register. 

(5) Record receipt in appropriate Receipts Distribution Ledger, 

(6) Record receipt in Subsidiary Activity Ledger (if used). 

b. Step* to be followed in recording expenditure* 

(1) Process Activity Purchase Order for payment, 

(2) Issue Check. 

(3) Record expenditure in appropriate Fund Balance Record. 

(4) Record expenditure in Receipts and Expenditures Register. 

(5) Record expenditure in appropriate Expenditures Distribu- 
tion Ledger. 

(6) Record expenditure in Subsidiary' Activity Ledger (if 

used). 

c. Summary tlatements to be prepared 

( 1 ) Reconcile the bank statement, 

(2) Prepare Monthly Financial Statement of Each Fund. 

(3) Prepare Monthly Summary Statement for All Funds. 

(4) Prepare an Annual Financial Statement of Each Fund. 

(5) Prepare an Annual Summary Statement for All Funds. 

The forms shown on the following pages include sample entries for 
the Student Organization Fund to illustrate the cycle of operations 
for one fund. The same cycle of operations would be followed in re- 
' cording transactions for each of the other activity funds maintained 
by a school. Instructions have been included in the explanation* of 
each form to show how the same forms may be used by schools utiliz- 
ing a single fund. 

It Bhould be noted that the procedures illustrated are set up on a 
cash basis of accounting, utilizing multiple funds in a single-entry 
system. However, schools wishing to us^a single- fund system, a dou- 
ble-entry system, or an accrual basis for accounting will find the pro- 
cedures readily adaptable to any of these variations. 
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F orei 1. — Official Receipt. 


Sample Intriw 


A> />«M Pvrr& 

1 10 /2 Play, Class of 1900, Student Organisation F'und, Admiaaiona- 

$490.00, Admissions Tax — $1000. Total— $500.00. 

2 10/ 8 Football Game, Athletic Fund, Admiwion*— $892,00. Admission* 

Tas — $8 00 Total— $400.00. 

3 10/ 9 Student Assembly Program, Student OrganUation Fund, Student 

Council, Admissions— $100 00 


4 . 10/1 i School Paper, Publications Fund, Sale of Publication*— $25.00. 

5 10/15 Dramatic Club, Student OrganUation Fund, Due* and Fee*— $25.00 

8 10/18 General Activity Tickets, Mlacellaneoua Fund, General Activity 
Ticket* — $40.00. 

7 10/17 School Carnival, Claw of 19®, Student OrganUation Fund,' Admla 
alone— $196.00, Admissions Tax A4 po. Sale*— $*92.00, Sale* Tax— 
$8.00. Total— $800.00. 


8 10/18 Y-Teen Club, Student OrganUation Fund, Doe* and Fee* $$flfoQ, 

9 10/21 Magaxlue Subscriptions, Merchandise Fund, Sale* — $750.00. 

10 10/24 Claaaroom SuppUea, In*truetioo*l Fee* and Rental* Fund, Doe* and 
F ee* $ 5 0.00. 


11 10/80 Cloee out Petty Oath Account, Student OrganUation Fund. Petty 
Oaah — $10.00 ' 

P 
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Explanation of Form 1. — Official Receipt 

— Form 1, Official Receipt, is issued in duplicate for all cash re- 
ceived by the school treasurer. The duplicate receipt is retained 
by the treasurer to serve as the basis for making entries in the 
Receipts Distribution Ledger, Form 9. 

item Humbert 

(1) Receipt number, which is used in identifying the transaction 
in the Receipts Distribution Ledger, Form 9, and the amount 
of deposits in the Receipts and Expenditures Register, Form 8. 

(2) Person and organization from whom the money is received. 

(8) F und in which the receipt is to be recorded 

(4) Account under which the receipt is to be recorded. 1 

(5) Amount of the receipt 

iS ample Entries .- — Sample receipt transactions are included on page 
80. The receipts for the Student Organization Fund (Nor. 1, 3, ft, 7, 
8, and 11) have been recorded in the Receipts Distribution Ledger, 
Form 9; of this fund. (Note: Receipt No. 11 shows that $10.00 
which had been withdrawn from the fund to establish a petty cash 
account has been returned to the fund.) 

Schools using multiple funde will record each of the receipts in the 
Receipts Distribution Ledger of the appropriate fund. 

Schools using a single fund will record all of the receipts in the 
Receipts Distribution Ledger of their central activity fund. 
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Explanation of Form 2. — Analytic of Dopotlf 


Vte. — Form 2 provides an analysis of the amount of money deposited 
that, belongs to the various funds. When the duplicate deposit ticket 
is received from the bank teller, the Analysis of Deposit should be 
stapled to the back of the duplicate deposit ticket. The amount 
deposited for each fund iB recorded in the appropriate Fund Bal- 
ance Record, Form .J, and the amount of the total deposit is re- 
corded in the Receipts and Expenditures Register, Form 8. 

Item Number* * 

(1) Name of school, • • 

(2) Deposit number. 

( 3 ) Date of deposi t. 

( 4 ) Recei pt n timbers covered by the depoai t, 

(5) Amount of the deposit belonging to each fund and total amount 
of the deposit 

Sample EmSriet,— The sample Analysis of Deposit includes receipt 
f numbers 1, 2, and 3, for a total of $1,000.00 distributed between 
the Athletic Fund and the Student Organization Fund. The 
$600.00 deposited for the Student Organization Fund lias been re- 
corded in the Fund Balance Record, Form 7, of that fund ; and the 
amount of the total deposit has been entered in the Receipts and 
Expenditures Register, Form 8. (The recording of the $400.00 in 
the Fund Balance Record of the Athletic Fund is not shown.) . 
Schools using a tingle fund will not maintain the Fund Balance 
Record, Form 7. Therefore, it is only necessary to record the total 
deposits in the Receipts and Expenditures Register, Form 8, of the 
central activity fund. 
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Explanation of Form 3. — Activity Purchase Order 

Use . — Form 8, Activity Purchase Order, is a request for authority to 
purchase goods under the name of the individual school. The re- 
‘ quest, when signed by the activity treasurer and activity sponsor, 
becomes a requisition. After it has been signed by the principal, 
it becomes a purchase order. When the goods are received, a copy 
of the purchase order should be attached to the invoice (which has 
been properly checked to show that the goods have been received), 
and forwarded to the central treasurer, with a request for payment 
When the check is written, the purchase order, invoice, and other 
supporting documents are marked “paid” and filed for auditing 
purposes. 

Item Numbers 

(1) Number of approved purchase ordeh 

(2) Company or firm from which the goods are being ordered. 

(3) Fund and activity against which the goods will be charged. 

(4) Date requested for delivery of goods and terms, if any, under 
which the goods are being purchased. 

Sample Entry . — The sample Activity Ptuchase Order is a request by 
the DramAtio Club to purchase a tape recorder. The request was 
signed by the activity treasurer and activity sponsor and approved 
by the principal. After the article is received and paid for, the 
central treasurer should mark the purchase order “paid” and indi- 
cate the number of the check and date issued. 

The Activity Purchase Order serves the same purpose for schools 

using either a single fund or multiple funds. 

* * . 

* 
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No. — a£J. ( 1 

Ofdot of 

Fund Jttu 



I9jf£ — . — Baltocc /of ward 

(2) Deposit ....... 

(4) Balance ....... 

(5) Amount this check 
ilk Q.. . (6) Balance forward . . 


/ . Ooo “ 

* 


ANY BANK 
Yourcowo, U.S.A. 


Pay to the 
Order ol <2. 13 d. 


■/H i 



.19 No.£i_(l) 

(2) (3) 

Dollar* 


f. 

For a J P rflfi h' 4 y 


YOUR SCHOOL, U.S.A. 

B y C^a hkZk i * ^ _ ^ Treasurer (7) 

~kL £ Principal (7) 


Form 4* — Check. 


Sample Entries 


No. Date, 
2,1 10 / 2 

22 10/ 4 

23 10/ 6 

24 10/ 8 

25 10/17 

26 10/17 
V 10/18 
28 10/20 

20 10/24 
30 10/28 
81 16/30 

t 


v Purpose 

A|JC Publishing Co., Student Organization Fund, Class of 1960 
(Playbooka), Supplies — $20.00 

John Jones, Athletic Fund (Football officials), Personal and Con* 
traded Services— $75.00. 

John Doe, Student Organization Fund, Establish Petty Cash 
Account, Petty Cash— $10.00. 

Acme Costume Co, Student Orgaidzatlon Fund, Class of 1960 (Rental 
of eostnmes for play, Class of 19^6), Other Expenses— $50.00. 

Jones Publishing Co., Merchandise Fund, Purchases of Merchandise 
( Magazines ) — $350.00. 

General Novelty Co, Student Organization Fund, Class of 1959 
( School carnival), Purchases of Merchandise— $100.00. 

City Newspaper, Student Organization Fund, Class of 1960 (Adver 
Using placards), Advertising— $15.00. 

State Tax Commission, Athletic Fund— $8.00, Student Organization 
Fund — $28.00 (Sales and Admissions Tax, First Quarter), Taxes and 
Deductions. Total — $30.00. . 

Any Supply Oof, Student Organization Fund, Dramatic Club (Tape 
recorder), Capital Outlay— $150.00. 

George Jackson, Student Organization Fund, Class of I960 (Cus- 
todial help for play), Operation of Plant— $25.00. 

John Doe, Student Organization Fund, Replenish Petty Cash 
(Student Council— $3.00, Oliss of 1960— $8.02), Other Activity 
Expense— $6.02. 


i 
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Explanation of Form 4. — Chock 

l)»e . — Form 4 is a ch$& used in making and identifying payments. 
It serves as the basis for making entries in the Fimd Balance Record, 
Form 7; Receipts and Expenditures Register, Form 8; and the 
Expenditures Distribution Ledger, Form 10. 

Item Number* 

A 

(1) Check number ^hicli is used in identifying the transaction in 
the Expenditures Distribution Ledger. 

(2) Payee. 

(3) Aiftount of the expenditure transaction. 

(4) Fund ini which the transaction is to be recorded. 

(5) Account untfe&r which the expenditure is to be recorded. 

(6) Purpose for which the expenditure is being made. 

(7) Persons signing the check — the treasurer and principal, or 
whoever is given that authority. The number of signatures 
required will depend upon local regulations. In many cases, 
two or mom signatures are required. 

Sample Entriet , — A number of sample expenditure transactions are 
included. All of the expenditures are recorded in the Receipts and 
Expenditures Register, Form 8. The expenditures for the Student 
Organization Fund (Checks Nos. 21, 23, 24, 26, 27, 28, 29, 80, and 
31) are recorded in the Fund Balance Record, Form 7, and in the 
Expenditures Distribution Ledger, Form 10, of the Student Organi- 
zation Fund. (Note: Check No. 23 was issued to establish a petty 
cash account, and check No. 31 was issued to replenish petty cash.) 
Schools using a single fu/rul will record all of the expenditures in 
the Receipts and Expenditures Register, Form 8, and in the Ex- 
penditures Distribution lodger, Form 10, of their central activity 
fund. 


# 0 * 418-09 0 
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Sample En fries 

i 

No. D&U * Purpo$e 

1 10/ 4 Robert Smith, Student Organization Fund, Student Council (Stamps), 

Other Activity Expense — $3,00. * 

2 10/17 Western Union, Student Organization Fund, Class of 1960 (Telegram), 

Other Activity Expense — $1.30. 

3 10/21 Express Company, Student Organization Fund, Class of 1960 (Express 

‘ ^ on purchases), Other Activity Expense— $1.72.- 
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r . 

Explanation of Form 5. — Patty Cosh Vouchor 

Use. — Form 5, Petty Cash Voucher, is used to support small expendi- 
tures paid by cash from a petty cash alcount. When the petty cash 
account is replenished, a check is issued against the fund from which 
the money was initially drawn for the total of the Petty Cash 
Vouchers. The expenditures are then recorded in the Expenditures 
Distribution Ledger, Form 10, of that fund. 

Item Humbert 

( 1 ) Number of Petty Cash Voucher. 

( 2 ) N ame of person making petty cash payment. 

(3) Amount of Petty Cash Voucher. " 

(4) Fund from which cash is paid. 

(5) Account to be charged when the transaction is recorded in the 
Expenditures Distribution Ledger. 

(6) Purpose of the cash expenditure. 

( 7 ) Signature of person receiving payment. . 

Sample Entries. — Three sample petty cash payments are shown. The 
petty cash payments were recorded in the Expenditures Distribution 
Ledger, Form 10, under the appropriate accounts when the petty 
„ cash account was replenished. 

Schools using a single fund will follow the same procedure in using 
the Petty CashVpucher. * 9 
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Use. — Form 6, Transfer Voucher, is used to support the transfer of 
money from one fund to another. No check is issued, but proper 
entries must be made in the Fund Balance Record, Form 7, and the 
distribution ledger clearing accounts of each fund involved. An 
intorfiyjd transfer is a receipt or expenditure of the fund into which 
or from which the money is transferred, but it is never considered 
a receipt or expenditure of the total activity funds of the school. 

Item D/umbers 

( 1 ) Number of the Transfer Voucher. 

(2) Amount of money transferred. 

(3) Fund from which the money is transferred. 

(4) Fond to whichthe money is transferred. 

(5) Explanation of the transferring; including the activity or or- 
ganization against which and to which the transfer is made. 

(6) Signature of the^person having authority to approve the 
transfer. 

Sample Entry . — The Transfer Voucher^ entry given indicates that a * 
transfer of $400 from tho Merchandise Fund to fhe Student Organi- 
zation FumJ has been authorized. This transfer of money represents 
profit made on the sale of magazines for the Class of 1959. The 
transaction is recorded in the Fund Balance Record, Form 7, of 
the Student Organization Fund^and in .the Receipts Distribution 
Ledger, Fogma 9, of that fund uilder clearing account 1090-a, 
INTERFIJND TRANSFERS. The .tranrfer of this.money out of 
the Merchandise Fund is not shown. \ 

Schools using a single fund will use the Transfer Voucher to sup* 
port the transfer of money from* o^e major category to another 
within the fund. In these cases, a tnfcpsfer would be recorded as a \ 
receipt in the Receipts Distribution Ledger, Form 9, under clearing 
account 1090— a, INTERFUND TRANSFERS, and as an expendi- 
& ture in the Expenditures Distribution Ledger, Form 10, under 
clearing account 1090-b, INTERFUND TRANSFERS. 

» 
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— — J _____ — _____ — - ^ 

» Date 

Voucher or 
Check Number 

Voucher Check 

Receipt* 

Espeuditure* 

i 

I 

Balance 
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Explanation of Form 7. — Fund Balanco Record 

ll$e . — Form 7, Fund Balance Record, is used to keep a running balance 
of each fund, and provides a” financial analysis of each fund. The 
amounts recorded under the receipts column are taken from the 
Analysis of Deposit, Form 2, and the Transfer Voucher, Form 6. 
The amounts for expenditures are taken from the check stub, Form 
4, and the Transfer Voucher, Form 6. 

Item Humbert 

(1) ' Number of deposit, check, or transfer voucher. 

(2) Amount of deposit or transfer of money into the fluid. 

(3) Amount of check or transfer of money out of the fund. 

(4) Fund balance. 

Sample Entries . — The financial information contained in the Fund 
Balance, Record is for the Student Organization Fund. The 
amounts have been recorded from the Analysis of Deposit, Form 2 ; 
Check, Form 4; and Transfer Voucher, Form 6. 

This form will not. be maintained by schools using a single fund to 
account for school activity money. 


/t 


"4 


J 

t 







i 




4 






J 




> 

\ 





4 




a 


l 


74 


FINANCIAL ACCOUNTING FOR SCHOOL ACTIVITIES 

* 

S J 5 3 ^ ^ 

~ 3 s s 3 ^ 

4 n' ^ ^ 


8 

Cl 


^ § 

£» ^ 


% 

£ 

<v. 


I * 

^ 2 ; 

4 

4 ■ 4 - 




* I 


3 i 

e x 


SO 5; 

I - - 

< « 

*- *4 ' * 

! I H 

3 J : ,__ • 

§ £ 




- ^ 


<3 

£ 


Q 

Cs 


5 


Or 

, •? 
H 


a 


, r 

aj 

CK 


A> 



4 * 

ir 

U 

■-- I 


1 JL! : 

2 i 

£ -- ! 


H 

V - 
* £ 


* * 

Li 

V 3 
C 7 


O 

a 

Q 

a 


c* 

o 

-r 


-\ 


o o 

^ Ci 

o 5 * 
§ *1 


*H >i 


c* 

Cf 

£> 

o 


o 



a 

> 

o-- 

V* 

r> . 


V> 




* r * 


1 

O 

0 

1 


<o 

^ 

<3 

U 

a| 

0-* 

O 

Njj 


M 




A 


A ,_i 


t :1 


f- 


1 


"-s 

— 4- 

cx 


4 


o 

ERIC 


- RwripU u n ri Exprndituim Rffintrr 


A FINANCIAL ACCOUNTING SYSTEM 


75 


Explanation of Form 8. — Receipts and Expenditure* R#gl*ter 


l ge . — The Receipts and Expenditures Register is used U> record each 
bank deposit and each check issued for all funds. It serves as a 
control whereby the total cash balance for all funds may be deter- 
mined readily. 

Item Si umben 


( 1 ) 

( 2 ) 

( 3 ) 

( 4 ) 

( 5 ) 

( 6 ) 
(-) 
(8) 
( 9 ) 


Date of deposit. 

Number of deposit slip. 

Receipfcfiumbers supporting the amount 
Amount of deposit 
Cumulative total of deposits. 

Date check is issued. _ 

Check number. 

/ 

Payee. 

Fund in which expenditure is recorded. 


deposit*4^jt^ 


(10) Amount of check. 

(11) Cumulative total of checks issued. 

(12) ('ash balance on hand. ' 

Sample Entries . — The entries in the Receipts and Expenditures Reg- 
ister are sample transactions for the different activity funds. All 
money deposited and all checks issued are entered in the proper 
columns. At any gi,»en time r the cash balance for all funds can be 
determined by subtracting the total checks from the total deposits 
plus the beginning balance. 

Schools using a singU fund will follow the same procedures outlined 
above so that a control may be maintained over all activity money- 
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Explanation of Form 9.— Distribution Ltdgsr 

> 

Lw. — Form 9, Receipts Distribution Ledger, provides an analysis of 
regular receipt and clearing receipt transactions through a distribu- 
tion among the various accounts of a given fund. The entries are 

„ recorded from the Official Receipt, Form 1, and the Transfer 

^ Voucher, Form 6. 

Item Ntunbera 

(1) Entry number. 

(2) Date of transattion. 

(8) Number of Official Receipt or Transfer Voucher. 

(4) Amount of receipt, 

(5) Source of receipt 

(0) Purpose of the transaction. 

(7)-(8) Distribution of themptivity receipts among the various 
regular receipt accounts. Columns are provided for the ac- 
counts used: ACTIVITY INCOME which, in this examples 
is divided into columns for Admissions, Prorated Share of 
General Activity Tickets, Dues and Fees, Sales, and Other 
Activitylncome ; and GRANTS FROM THE SCHOOL 
DIS r |gj^|jDT. Columns for additional regular receipt accounts 
may be added as needed. 

(9) Total regular receipts. -■ ^ 

(10)-(12) Distribution of mohey classified as clearing^ receipt* 

among the various clearing accounts. Columns are provided 
for the accounts used : TAXES AND DEDUCTIONS, IN- 
TERFUND TRANSFERS, and PE1TY CASH. Columns 
for additional clearing receipt accounts may be added as 
needed. 

(18) Total clearing receipts. 

Sample Entries. — The entries for the Student Organization Receipts 
Distribution Ledger have been recorded from the Official Receipt, 
Form 1, and the Transfer Voucher, Form 6. The clearing accounts 
used are account 1080, TAXES AND DEDUCTIONS, to record 
taxes collected; account 1090, INTERFUND TRANSFERS, to 
record the $400 transferred from the Merchandise Fupd; and 
“toSount 1100, PETTf CASH, to reoord the return to the fund of' 
money previously withdrawn to establish petty cash. 

^Schools using a tingle fund will record all receipts and all transfer 
entries in t£e Receipts Distribution Ledger of their central activity 
fund. 
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Explanation of Form 10. — Expenditures Distribution Ledger 


Vie . — Form 10, Expenditures Distribution Ledger, provides an.analy-^ 
Sis of regular and clearing expenditure transactions through a dis- 
tribution among the various accounts of a given fund. The entries 
are recorded from the check stub, Form 4, and the Transfer , 
Voucher, Form 6. 

Item Number i ^ 

(1) Entry nup*ber. 

(2) Date of transaction. 

(3) Check number. 

(4) Amount of expenditure. 

(5) Payee. 

(6) Purpose of transaction. 

(7) -(8) Distribution o| the activity expenditures among the vari- 

ous regular expenditure accounts. Columns are provided for 
' tiie accounts used : ACTIVITY EXPENSE which, in this 
example, is divided into columns for Supplies, Purchases of 
Merchandise, Other Activity Expense, and Operation of 
Plant; and CAPITAL OUTLAY. Columns for additional 
regular expenditure accounts may be added as needed. 

(9) Total regular expenditures. ' 

(10)-(11) Distribution of money classified as clearing expendi- 
tures among the various clearing accounts. Columns are pro- 
vided for the accounts used t TAXES AND DEDUCTIONS 
and PETTY CASH. Columns for additional clearing ex- 
penditure accounts may be added as needed. 

(12) Total clearing expenditures. 

Sample Entries. — The entries for the Student Organization Fund Ex- 
penditures Distribution Ledger have been recorded from the sam- 
ple entries from the check stub, Form 4. The clearing accounts 
used are account 1030, TAXES AND DEDUCTIONS, to record 
the payment of taxes collected; and account 1100, PETTY CASH, 
to record the $10.00 withdrawn to establish petty cash. 

Schools using a single fund will record all checks issued and all 
transfer entries in the Expenditures Distribution Ledger of their 
central activity fund. 1 
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Form 11. — Subsidiary Activity Ledger. 
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Explanation of Form 11. — Subsidiary Activity Lodgor 

Form 11, the Subsidiary Activity Ledger, provides a record of 
'the financial transactions of each activity comprising an activity 
fund. All of the receipts and expenditures of an activity may be 
accounted for on a single ledger sheet as illustrated ; or accounts 
for receipts and expenditures and clearing, accounts, such as Ad- 
missions, Dues and Pees, and Supplies may be maintained for each 
organization. 

Sample Entries .— The Subsidiary Activity Ledger entries illustrated 
are for the Student Organization Fund, posted from the Receipts 
Distribution Ledger, Form 9, and the Expenditures Distribution 
Ledger, Form 10. 

% 

Schools using a (tingle fund will use the Subsidiaiy Activity Ledger 
if they desire to maintain a separate record of all receipts and 
expenditures of each individual student activity.' Postings will be 
n\a4e as outlined, and will include all receipt and expenditure 
transactions of the central activity fund. 
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Explanation of Form 12.— -Reconciliation of Bank Account 


A 

lUe * — Form 12, Reconciliation of Bank Account, is used to reconcile 
the bank gtabsmant with the balance as reflected by the activity 
fund books, The amounts for the beginning balance, total deposits, 
and total checks issued for all funds are taken from the Receipts 
and Expenditure® Register, Form 8. 

The procedure for reconciling the bank account is as follows : 

1. Enter the Balance per IJank Statement. Use the last date and last balance 
shown on the bank statement 

2 Add Deposit* In Transit — deposits not yet credited on the bank statement. 
Include any other credit* by the ban k not entered on the school’s books. 

3. Deduct outstanding thecks—ohecks not charged on the bank statement. 

Include any outstanding checks from the previous month’s reconciliation 
that are stiU unpaid And any other charges made by the bank, such as bank 
service charges. \ 

4. Obtain the Balance per 'pooka from the Receipts and Expenditures Reg- 
ister, as indicated. 

5. Compare the two balances They should be the same and agree with the 
balance shown on the checkbook stub. 

Schools using a $mgU fund will follow the same procedure in pre- 
paring the bank reconciliation 
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Explanation of Form 13, — Monthly Financial Statomont of Each Fund 

Lie, Form 13, Monthly Financial Statement of Each Fund, is pre- 
pared for each of the funds. This financial statement includes the 
financial condition of each activity making up a fund, and an analy- 
sis of the receipts and expenditures of a fund by source and purpose. 
The financial information for the Monthly Financial Statement of 
Each Fund is taken from the Subsidiary Activity Ledger, Form 
11; the Receipts Distribution Ledger, Form 9; and the Expendi- 
tures Distribution Ledger, Fofrn 10. This statement should he 
signed by the central treasurer and the principal, pr whoever has 
responsibility for the funds in the particular school. 

Sample F.ntriei . — The monthly financial statement for the Student Or 
ganization Fund is shown. The financial information pertaining 
to each student organization making up the fund was taken from 
the Subsidiary Activity Ledger, Form 11. The amounts for the 
regular receipts were taken from columns 7-9, and the amounts for 
the clearing receipts from columns 10-13 of the Receipts Distribu- 
tion Ledger, Form 9. The amounts for the regular expenditures 
wetr taken from columns 7 9, and the amounts for the clearing 
expenditures from columns 10-12 of the Expenditures Distribution 
Ledger, Form 10. 

Schools using a tingle fund will prepare only one monthly financial 
statement, prepared on the same basis as form 13 but covering all 
transactions of their central activity fund. 




14. Monthly Summary SutanMmt for All Fund*. 
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Explanation of Form 14, — -Monthly Summary Stotomont for At! Fund* 

,* < 

% 

l/#*.-- Form 14^ Monthly Summary Statement for All Funda, shows 
the receipts, expenditures, and balances of each of the individual . 
funds and reveals the distribution of the*moiiey among the funds. 
In addition, the statement includes an analysis of the receipts and 
expenditures of all funds by source and purpose. The financial 
information fftr the Monthly Summary Statement for All-Funds is 
derived from the ^fonthly Financial Statement of Each Fund, 
horm 13. This* summary statement should be signed by the central . 
treasurer and the principal, or whoever has responsibility for the 
funds in the particular school. 

•1 his form will not be necessary for schools using a single fund. 
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Part IV 

FINANCIAL ACCOUNTING TERMINOLOGY 


CHAPTER 6 

Guide to Recording Receipts and Expenditures 


THIS CHAPTER contains: (1) Criteria for distinguishing between 
supplies and equipment, and (2) a guide for recording receipt and 
expenditure transactions. The guide is designed to serve as an index 
for locating quickly the account under which an item of receipt or ex- 
penditure should be recorded. 

/ ' 

SECTION I 

Supplies and Equipment 


One of the constant problems in recording expenditures for school 
activities is that of distinguishing between supplies and equipment. 
For this reason, the criteria for classifying an item as a supply and 
the criteria for classifying an item as equipment are given. These 
criteria were taken from Handbook II, Financial Accounting for Lo- 
cal and State School Sy stems. 

Criteria for Supply Hems 

A supply item is any article or material which meets any one or 
more of the following conditions : 

1. It is consumed infuse. 

2. It loses its original shape or appearance with use. 

8. It is expendable ; that is, if the article is damaged or some of its 
parts are lost or worn out, it is usually more feasible to replace 
it with an entirely new unit rather than repair it. 

4. It is an inexpensive item, having characteristics of equipment, 
whose small unit cost makes it inadvisable to capitalize the item. 

5. It loses its identity through incorporation into a different or 
more complex unit or substance. 


M 
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Criteria for Equipment Items 

An equipment, item is a movable or fixed unit of furniture or fur- 
nishings, an instrument, a machine, an apparatus, or a set of articles 
which meets all of the following conditions: 

1. It retains its original shape and appearance with use. 

2. It is nonexpendable ; that is, if the article is damaged or some of 
its parts are lost or worn out, it is usually more feasible to repair 
it rather than replace it with an entirely new unit. 

3. It represents an investment of money which makes it feasible 
and advisable to capitalize the item. 

, not lose its identity through incorporation into a different 

or more complex unit or substance. 


SECTION II 

Guid* for Recording Receipts and Expenditures 

The guide for recording receipt and expenditure transactions con- 
tains two lists of items, one for receipts and one for expenditures. 
Each list of items is arranged alphabetically. Directly after each 
item is the number of the account under which the item should be re- 
corded, and the page on which the account will be foun^. The ac- 
count numbers refer to the regular receipt accounts definkl in chap- 
ter 1, the regular expenditure accounts defined in chapter 2, and the 
clearing receipt and expenditure accounts defined in chapter 3. 

The list of receipt and expenditure transactions shown in this chap- 
ter does not attempt to include all of the specific transactions which 
might take place in an individual school. Rather, a representative 
list of typical receipt and expenditure transactions has been selected. 
If a specific transaction cannot be found in the list, it is suggested 
that a similar transaction be located, which would then serve as a 
guide to recording the specific transaction in question. 

Guide for Recording Receipt* 
fUettpt I mtt t h tn 

Abatement pf expenditures 

Admissions.. 

Advertisements 

Appropriation from board of education 


Acemmt fts 

1070-a 26 

11 6 

16 8 

20 8 


RECORDING RECEIPTS AND EXPENDITURES 

Guide for Recording Receipt* — C od tinned 

# 

Receipt trwn&etem 

Assessments (other than board of education) 


Donation* 1 

Dues, clam and club _ . ; 

Dues, faculty . . * 

Endowments 


Fees, student activity 

Fines (collected for board of education) 

Fines, student activity ._ r 

Gate receipts 

General activity ticket sales 1 

General activity tickets, prorated share .1 

Gifts 

Grants from school district • 

Guarantee* 

Insurance premiums (collected for students) . 

Insurance premiums (paid for activity) 

Loans to activities from board of education 

Nonschool agencies, money received 

Bus fares (individual students) .. 

Insurance premiums (individual students) 

Special drives and campaigns (Red Cross, Cancer Fund) . 
Nonstudent organisations, money received 

Alumni association „ 

Faculty club _* 

Parent-Teacher Association 

Paid assembly 

Photography sales 

Rentals 

Books .. 

Equipment n 1... 

Instruments 

Refunds.. J. 

Sale of investments 

Sale of merchandise 

Books : ' 

Clam products. 

Confections 

Jewelry 

Magsiines and newspapers t 

Programs 


;b 
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Account 

P aft 

13 

7 

1010-a 

24 

1010-a 

24 

1050-a 

26 

30 

9 

13 

7 

1040-a 

26 

18 

8 

1010-a 

24 

13 

7 

1010-a 

24 

13 

7 

H 

6 

1000- a 

26 

12 

6 

30 

9 

20 

8 

17 

8 

1010-a 

24 

18 

8 

1080-a 

27 

1110-a 

28 

1110-a 

28 

1020-a 

24 

1040-a 

25 

1040-a 

25 

1040-a 

25 

11 

6 

14-c 

7 

15-a 

8 

15-b 

8 

16-b 

8 

1070-a 

26 

18 

8 

14- a 

7 

14-c 

7 

14-b 

7 

14-c 

7 

14- a 

7 

14-c 

7 
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GuUe for Recording R tedpto Continued 

Rtcrtfi tr mmmt &m i 


Bale of radio right* 

Bale of television rights. 

Salvage drives,,.. 

School paper. 

School yearbook. 

Taxes 


Ticket sales. 


Vending machine sales. 


Guide for Recording Expenditures 


Esrpemditun tmnnetim 

Abatements of revenue. ... 

Activity bus, initial or additional---.... 

Activity bus, repair Mid replacement 

Advertising 

Albums, record... 

Archery sets. ..... ^ 

Assembly speakers or programs.. .... 

Association membership ... 

Athletic uniforms. 

Auditing activity books 

Awards, student. ....... 

„ / 

Backstop, initial or additional 

Backstop, repair' and replacement __ 

Band instruments, initial or additional 


Baseballs.. 1.. 

Bases, baseball 

Basketball shoes 

Basketballs 

Batons 

Bats 

Bleachers, initial or additional. 


Boards, checker 

Books, purchased for rental.. 
Books, purchased for resale.. 

Boxing gloves.. 

Brooms 

Bus drivers, payments to 


4onnt 

ft* 

18 

8 

18 

8 

18 

8 

14-a 

7 

14-a 

7 

1030- a 

25 

1030- a 

25 

1030-a 

25 

1030- a 

25 

11 

8 

1090-a 

27 

14 

7 

Accrual 

ft* 

1070-b 

26 

200 

19 

122 

17 

114 

16 

112 

15 

112 

15 

111 

14 

114 

16 

112 

15 

114 

16 

114 

16 

200 

19 

124-b 

18 

200 

19 

124-b 

18 

121— b 

17 

112 

15 

112 

15 

112 

15 

112 

15 

112 

15 

112 

15 

200 

19 

124-b * 

18 

1010-b 

24 

112 

15 

112 

15 

113-a 

15 

11? * 

15 

123-b 

18 

122 

17 
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RECORDING RECEIPTS AND EXPENDITURES 
Coide for Beeordlag Expenditure* — 

Fz^emdih^f tren#&rhen A ccmnt 

Cabinet*, beverage cooling, initial or additional. 200 

Cabinets, beverage cooling, repair and replacement 124-b 

Cabinets, ice cream, initial or additional... . 200 

Cabinets, ice cream, repair and replacement 124-b 

Cabinets, supply, initial or additional- 200 

Cabinets, supply, repair and replacement 124-b 

Cameras, initial or additional 200 

Cameras, repair and replacement 124-b 

Card tables, initial or additional r 200 

Card tables, repair and replacement 124-b 

Cash boxes U 2 

Cash registers, initial or additional.../ 200 

Cash registers, repair and replacement 124-b 

Chairs, ii itial or additional y 200 

Chairs, repair and replacement . _ * 124-b 

Chalk [I"" j 12 

Clocks, wall, Initial or additional 200 

Clocks, wail, repair and replacement 124-b 

Coaches, payments to j j [ 

Contributions paid to retirement funds (employee’s share) 103O-b 

Contributions paid to retirement funds (employer’s share) 125-a 

Costumes U 2 

Cotton j 

Crayons, purchased for resale 113-a 

Crepe paper U2 

Cups.. 112 

* Custodians, payments to... 123-a 

Decorations U 2 

Deposits returned — books, instruments, keys, lockers 106O*b 

Developer, photographic H2 

Developing tanks 112 

Disinfectants 123-b 

Display cases, initial or additional 200 

Display cases, repair and replacement 124-b 

Drafting instruments 112 

Duplicating machines, initial or additional. 200 

Duplicating machines, repair and replacement 124-b 

Dustcloths 123-b 

Dustpans 123-b 

* Electric batteries. 112 

Electric cords 112 

Enlargers, photographic, initial or additional 200 

Enlargers, photographic, repair and replacement 124-b 

Eyeglass protectors 112 

Exhibit e sse s, initial or additional 200 

Exhibit esses, repair and replacement 124-b 

Exposure meter, initial or additional 200 

Exposure meter, repair and replacement 124-b 
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Ptt 

19 

18 

19 

18 

19 

18 

19 

18 

19 

18 

15 

19 

18 

19 

18 

15 

19 

18 

14 

25 
19 

15 
15 
15 
15 

15 
18 

16 

26 
15 
15 
18 
19 
18 
15 
19 
18 
18 
18 

15 

15 

19 

18 

15 

19 

18 

19 

18 
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Guide for Recording Expenditure# — Continued 


b^i^ndUurt tremrn Km* Aeemwmt Pw^t 

Fees paid to board of education . = IGlO-b 24 

Field tripe, transportation . . , _ .... I22-a 17 

Filing cabinets, initial or additional, ... j. ., 200 19 

Filirig cabinets, rep mi and replacement., ... ....... 124-b 18 

Film ( visual aids).,,:...,,..,., .112 15 

Film rental , . . _ , . . _ 114 i ft 

Film projector, initial or additional _ 200 19 

Film projector, repair and replacement. 124-b 18 

Films, activity (photography dub) . ....... __ 112 15 

Films, purchased for resale . .... 113— o 15 

First aid kits 121-b 17 

Flags,. --------- ... 112 15 

Flashlights ...... 112 15 

Football shoes., . . 112 15 

Footballs... H2 15 

Footbath, initial or additional.,. . 200 19 

Footbath, repair and replacement. . _ 124-b 18 

Freight chargee.... ....... .. _ 114 ig 

Furniture, initial or additional ..,. ... ___ 200 19 

Furniture, repair and replacement, ....... 124— b * 18 

Furniture polish .... ......... 123 b 18 

Game officials...... ... m 14 

Games ----- - 112 15 

Glasses, drinking. .... . 112 15 

Globes, initial or additional........ . .. 200 19 

Globes, repair and replacement ..... 124-b 18 

Glue .......... ...... 112 15 

Golf bags.. ...... ..... .... 112 15 

Guarantees, visiting teams and organisations ... 114 16 

Gym shoes......... ....... .... .... 112 15 

Handball..... ....... ....... 1 12 15 

Heat pad .... ... 112 15 

Hectograph, initial or additional ... .......... ...... 200 19 

Hectograph, repair and replacement ... 124-b 18 

Helmets 112 15 

Hip pads 112 15 

Horses (gym equipment), Initial or additional.... ...... 200 19 

Horses (gym equipment), repair and replacement. ... 124-b 18 

Horseshoes.. ... .......... ....... 112 15 

Hose, garden ..... .! ... 123-b 18 

Hurdles, initial or additional.. 200 19 

Hurdles, repair and replacement ... 124-b 18 

lee — — 112 15 

Ice cream freezer, initial or additional...... 200 19 

Ink 112 15 


4. 


^Xrbooi 


Installation of public address system, initial or additional. 
Instruments, drafting. . _ : 


Javelin, initial or additional 
Javelin, repair and replacement 
Jumping standard, iniUal or additional 
Jumping standard, repair and replacement. 

Jungle gyms, initial or additional . ______ * 


Key racks, initial or additional 


Kevs_ 


Kilns, initial or additional 


■ ■ - 

Kilns, repair and replacement 



Kneepads..... _ 




a 

/ 

Lacing 



I ^an terns 


Lawn rollers, initio or additional. 
Lawn rollers, repair and replacement 

I.awn sprinklers, movable 

league membership.. _ 

Leather 

Leather working tools. ... 

Light bulbs. ........... ........ 

Lime. 

Line markers, initial or additional. _ 
Line markers, repair and replacement 
Locker baskets, initial or additional . 
Locker baskets, repair and replace men 

Lockers, initial or additional 

Lockers, repair and replacement. 

Locks.. 

Lumber, purchased for group activity. 


Machines, mimeograph, Initial or additional. 
Machines, mimeograph, repair and replacenv 

Mats, gymnasium. 

Medals.*. 

Medicine cases, initial or additional 

Medicine cases, repair and replacement. 

Medicines 


£8 

d 
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'tong ml 

t'o# 

200 

19 

112 

15 

125-b 

19 


28 

200 

19 

124-b 

18 

200 

19 

I24~b 

18 

200 

19 

124-b 

18 

200 

19 

I24-b 

18 

112 

15 

200 

19 

124-b 

18 

112 

15 

112 

15 

112 

15 

200 

19 

124-b 

18 

112 

15 

114 

16 

112 

15 

112 

15 

123-b 

18 

123-b 

18 

200 

19 

124-b 

18 

200 

19 

124-b 

18 

ioo 

19 

124-b 

18 N 

112 

15 

112 

15 

113-o 

15 

200 

19 

124-b 

18 

200 

19 

124-b 

18 

112 

15 

114 

16 

200 

19 

124-b 

18 

J21-b 

17 
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Guide for Expenditure* — 4 ami t i nned 


Ripr*dM*n i 

Megaphones _ 

Merchandise, purchased for resale 

Hooks .. . ........ 

Confections. . _ 


Motor vehicles, initial or additional. ...... 

Motor vehicles, repair and replacement... . . 

Mower, Lawn, initial or additional^ . 

Mower, lawn, repair and replacement _ .. 

Nails.... ... ..... . - . 

Newspapers.. ........ 

Nonschool agencies, money paid out 

Bus fares (individual students) 

Insurance premiums (Individual students) 


T: 


Nonstudent organisations, money paid out 
Aiumai aaaociat 
Faculty cluh 

Parent-Teacher Association. 

Offldaia. , . . ... 

OH, motor. . 

tHntment.._ .... , 


Padlocks 

Pails ------- --- 

Paintbrushes... _ ....... 

Paints, purchased for group activity 


Paper clips. 


Phonograph needles... 

Phonograph records, , ....... 

Phonographs, initial or additional. 
Phonographs, repair and rep Lace rm 
Photographs 


Pianos, initial or additional. ... 
Pianos, repair and replacement. 

Ping pong sets 

Plastic wood 

Plates, hot, initial or additional. 



Pm 

112 

15 

113-» 

15 

113-b 

15 

1 13-e 

15 

1 13-* 

15 

123-b 

18 

WO 

19 

123 

1 7 

wo ' 

19 

122 

17 

112 

15 

112 

15 

. 1110-b 

28 

1110-b 

28 

. 1020-b 

24 

_ KHtVh 

25 

, 1040- b 

25 

, 1040- b 

25 

HI 

14 

122-b 

17 

121-b 

17 

121-b 

17 

112 

15 

113 

15 

112 

15 

112 

15 

1 13— e 

15 

113-c 

15 

112 

15 

113-c 

15 

113 c 

15 

113~o 

15 

1 13— o 

15 

112 

15 

112 

15 

200 

19 

. 124-b 

18 

111 

14 

1 21—* 

16 

121-» 

16 

WO 

19 

124-b 

18 

112 

15 

112 

15 

200 

19 
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Guide for Keeurdinj Expmdhar«* — CanUmieJ 


JEr pmkdiimti r** k.imh 

1 «!!■( 


Plates, hot, repair and replacement . % 


18 

Plav books . 


I % 

Plav directors, payments to. 

- - - - 111 

I 

14 

Police guardf f payments to 

111 

14 

Posters 

- . 1 1 2 

15 

Poet! . 

112 

15 

Practice plants 

112 

15 

Printing., , . 

114 

16 

Printing material® > 

112 

15 

Proration of general activity ticket moncv 

1060 b 

26 

Public address system, pxDrtable, initial or additional 

200 

19 

Public addreas system, portable, repair and replacement 

124 b 

18 

Quivers, arrow . . ; .. 

1 12 

15 

Rackets, tennis . 

112 

15 

Radio, receiving sail, initial or additional 

* 200 

19 

Radio, receiving mu, repair and replacement 

124 b 

18 

Radio, transmitter, initial or additional . . 

200 

19 

Radio, transmitter; repair and replacement 

I24^b 

18 

Rakes. . . , . 

" 1 23- h 

18 

Recorder, tape, sound or wire, initial or additional 

200 

19 

Recorder, tape, sound or wire, repair and fe placement 

124- b 

18 

Refrigerator, initial or additional . 

200 

19 

Refrigerator, repair and replacement 

1 24- b 

18 

Refunds on deposits . . 

1050-h 

26 

Rentals 



Auditorium. 

1 25— c 

19 

Costumes,., . . 

114 

16 

Equipment. 

114 

16 

Films 

114 

16 

Gymnasium 

1'25-c 

19 

Rope 

112 

15 

Rosin,. .. 

112 

l 

Rulebooki 

112 

1 iJ 

IK 

Safety piatrol, raincoats, hats, and other supplies 

112 

1 u 

15 

Sales tax . . . . 

- 1030-b 

25 

Sand......* 


15 

Sandpaper.... 

112 

15 

Scales, spring . . . ..... 

112 

15 

School jackets or sweaters. . - 

112 

15 

Scissors, purchased for resale. . . _ _ . _ 

1 13-c 

15 

Scoreboard, initial or additional . . . 

WO 

19 

Scoreboard, repair and replacement . 

124-b 

18 

Scoreboard opera tori fee ... 


14 

Shopeoats . ............. 


15 

Shoulder pads 


15 

Jhovel . 


18 

8hufflebo*rd sets 


15 

Soap.......... .... 


18 
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Soap dispenser*. .. ... 

Sock*. purchased for group activity 

Sock®, purchased for resale . . 

Social security t4i«, employee’s share 
Social security U sm, employer * share. 


Softballs. 


Special drives and campaign* . 
Spotlight, initial or additional. 
Spotlight, repair and replacement „ 
Sponsors, payments to. .... . . _ 

Stage scenery, initial or additional. . . 
Stage scenery, repair and replacement. 
Stamps 

Stationery. , . . 

Stencuk ....... 


Stop watches. . . « 

Stretchers _ _ f 

8upj>or^ns, athletic* . .... 

Sweater^ purchased for group activity 

Sweaters, purchased for resale 

Swings, initial or additional 

Swings, repair and replacement 


Tablet®, purchased for resale 

Tape . 

Tape measures.. 

T argets, archery ... . 

Taxes (paid from clearing accounts) 

Admissions ...... 

Excise. .......... ...... 

Sales. . . . . . . 

Social security, employee’s shajr . .... 

W ithholding , . . . . _ 

Taxen (paid from regular accounts): Social security, employer’s 

share . > ... 

Telephones.. . 

Tennis court net, cord. . , ..... . 

Tennis court net, steel, initial or additional 

Tennis court net, steel, repair and replacement 

Tennis rackets 

T extbooks, purchased for rental ... 

Textbooks, purchased for resale. 

Thermometer . . „ . . 

Ticket sellers, payments to. . 

Tickets. i 

Timer 

Towels^ i...... 

Training table, initial or additional 

Training table, repair and replacement.. 

Transfers to other funds 

Travel expense (exoept pupil transportation) 


A 

P** 

123- b 

18 

112 

J5 

113-c 

15 

1030 b 

25 

125- a 

19 

112 

15 

1020 b 

24 

200 

19 

124 b 

38 

111 

14 

200 

19 

124 b 

18 

114 

16 

112 

35 

112 

15 

112 

15 

121 b 

17 

112 

15 

112 

15 

113 c 

35 

200 

19 

124 b 

38 

113 c 

15 

112 

15 

112 

15 

112 

15 

1030-b 

25 

1030- b 

25 

!03O-b 

25 

1030-b 

25 

1030-b 

25 

125-s 

19 

123 b 

18 

112 

15 

200 

19 

124-b 

18 

112 

15 

112 

15 

1 13— c 

15 

121— b 

17 

111 

14 

112 

15 

112 

15 

112 

15 

200 

19 

124-b 

18 

1090-b 

27 

114 

16 


V” 
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Gfi&de for Recording Rip^nditu rc# ■ C oo tinned 

Mspmgltmn trm&mmm » a 

Trophies ....... — 114 15 

Typewriter ribbons . ... 112 15 

Typewriters, initial or additional . . 200 19 

Typewriter*, repair and replacement. . 134-b 18 

Uniforms, athletic . ' 113 15 

Uniforms, band . _ . . . 112 15 

Uniforms, cheerleaders \ \ i 15 

Uniforms, cleaning \ 114 ig 

Uniforms, repair,, . . 114 iq 

Urns, coffee, initial or additional . 200 19 

Urns, coffee, repair and replacement 124 b 18 

Utilities (fuel, Light*, gas). . ^ 123~b 18 

Vacuum botUas . . 112 15 

Vaulting poles ► 112 15 

Vaulting standards . _ 112 15 

Vending machines, Initial or additional 200 19 

Vending machines, repair and replacement ... 124 b 18 

Volley balls. ...... . . . 112 15 

Warmup suits , 112 15 

Washers and dryers, photographic, iniUai or additional. . . . . 200 19 

Washer* and dryers, photographic, repair and replacement . . . 124-b 18 

Washing machine, initial or additional _ . . 200 19 

Washing machines, repair and replacement, . 124~b 18 

Wastebaskets ... 112 15 

Watch, stop 112 15 

- 1 23 h 18 

Whirlpool lamp, iniUai or addiUonal 200 19 

Whirlpool lamp, repair and replacement . . 124-b 38 

Wool, steel — _ 112 15 

Workbooks, purchased for resale 113~c 15 


a 


CHAPTER 7 


<4 


Glossary of Terms 


THIb CHAPTER contains definitions of terms used in this hand- 
book and such additional terms as seem necessary to obtain common 
understanding concerning financial accounting procedures for school 
activity funds. The glossary jg arranged alphabetically with appro- 
priate cross-referencing where necessary. 

Some of the definitions shown are taken or adapted from the recom- 
mendations of the National Committee on Governmental Accounting 1 
Ihese are designated by an asterisk (•) following the definition. 
Others have been taken or adapted from Handbook I * and Handbook 
11 in the State Educational Records and Reports Series. Those 
from Handbook I are designated by two asterisks (••) following the 
definition, while those from Handbook II are designated by three 
asterisks (***). 


Abatement . — A reduction of a previ- 
ously recorded expenditure or re- 
Item by such things as re- 
funds, rebates, and collections for 
loss or damage to school prop- 
erty. See alto Refund. 

Account . — A descriptive heading un- 
der which are recorded financial 
transactions that are similar in 
terms of a given frame of refer- 
ence, such as purpose, object, or 
source.* *• 

Account, Clearing . — Accounts used to 
accumulate total receipts or ex- 


penditures either for later dlstrlbn 
tion among the account* to which 
such receipts or expenditures are 
properly allocable, or for recording 
the net differences under the proper 
account. In this handbook, clear- 
ing accounts are used to record re- 
ceipts and expenditures other than 
those used for the operation of 
student activities and organlsa- 
tlona,*** (An adaptation.) 

Account. Regular Ex pend iture . — In 
this handbook, tegnlar expenditure 
accounts are used to record total 



<.s N *BnTL C Tf Accounting. Municipal Accounting end Audit- 

r.n., 1 ? a : “' mlCit,t, F ‘ mdc * 0aem AMocUUon of the United Stabs and 

Canada, Chicago, September 1901. 

KdfjitLh, ?T° n ’ Fo,t "’ “I Rob * rt »- Wilt. The Common Core of State 

JMimortonol information. Waablngton, US. Ooremment Printing Offlce, IBM. (U S De- 
partment of Health, Education, and Welfare, Offlce of Education State lJoeatlonal JuT 
En>ort * ®* rle * : Handbook I, Bulletin 1953, No 8 ) 

U 7Z lt * for Locel end State 

a ^J!^ dttmre *""***•■ W « h,n * to “. D.S. Oovera- 
M ,/ f i ) * P * rtment ot location. and Welfare. Offlce 

Wnc ‘ t,0nl1 ***»*» Series: Handbook II, Bulletin 
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expenditures for current expense 
and capital outlay by student a <s 
tivitles and organisations. 

Account, Regular Receipt . — In this 

handiKK>k, regular receipt accounts 
are used to record Income received 
for the operation of student activi- 
ties and organisations. 

Accounting Ptnad * — A period at the 
end of which and for which finan- 
cial statements are prepared; for 
example, July 1 to June SO*** 

Account* Parable. — Unpaid balances 
or invoices against an activity fund 
which are due and owing to private 
persons, firms, governmental units, 
or others.*** (An adaptation.) 

Accounts /teesieaMs. — Amounts owed 
to an activity fond by private per- 
sons, firms, governmental units, or 
others.*** (An adaptation.) 

Administrative t/iWl, Local Basic . — An 
administrative unit at the local 
level'whieh exists primarily to op- 
erate schools or to contract for 
school services.**, (An adapta- 
tion. ) (This term is used synony- 
mously with the term ‘school dis- 
trict.") 

Assembly . — A gathering of students, 
usually at a regular scheduled time 
and place and under the direction 
of adults, for the purpose of partici- 
pating In concerts, social enjoyment, 
deliberations, etc. Examples of 
such assemblies .Include routine, 
daily or weekly assemblies ; special 
assemblies for dramatic, music, or 
forensic activities; and student 
elections. 

Assembly, Paid. — A gathering of stu- 
dents, usually at a regularly sched- 
uled time and place, and under the 
direction of adults, primarily for 
the purpose of social enjoyment for 
which admissions are charged to 
those in attendance. Examples of 
paid assemblies Include programs 
such as plays, movies, concerts, and 
variety acta. 


Assets. — The entire property owned 
by a school activity organisation. ••• 
( An adaptation.) 

Athletic Fund. — 8ee Fund, Athletic. 

Athletics, / nterschcdasiic. — Organised 
games and athletfc activities en- 
gaged in by students specifically 
trained for such purposes with simi- 
larly trained students from other 
schools. 

Athletics, Intramural. — Organised 
games and athletic activities en- 
gaged in by students of a school 
with other students from the same 
school. The intramural program 
may be an Integral part of tbe phys- 
ical education program or a distinc- 
tive program of ita own; in either 
case, the program must be confined 
to a single school. 

Audit. — The examination of records 
and documents and the securing of 
other evidence for one or more of 
the following purposes: (a) De- 
termining the propriety of proposed 
or completed transactions; (ft) as- 
certaining whether all transactions 
have been recorded ; (c) determin- 
ing whether transactions are accu- 
rately recorded in the accounts and 
In the statements drawn from the 
accounts.*** 

Bomrd of Eduction, Public^- The 
elected or appointed body which 
has been created according to State 
law and vested with responsibili- 
ties for education activities In a 
given geographical area. These 
bodies are sometimes called school 
boards, governing boards, boards of 
directors, school committees, school 
trustees, etc. This definition re- 
lates to the general term and 
covers State boards. Intermediate 
administrative unit boards, and 
local basic administrative unit 
boards.*** t 

Bmdgot . — A plan of financial operation 
embodying an estimate of proposed 
expenditures for a given period or 
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purpose and the proposed means of 
financing them.*** (An adapta- 
tion.) 

Capital Outlay. — An expenditure 
which results In the acquisition of 
filed assets or additions to fixed as- 
sets. It is an expenditure for land 
or existing buildings, improvement 
of grounds, construction of build- 
ings, additions to buildings, re- 
modeling of buildings, pr initial or 
additional equipment In this 
handbook, capital outlay usually in- 
cludes expenditures from an activ- 
ity fund which result In the acqui- 
sition of iq0ial or additional equip- 
ment** (An adaptation.) 

Cash. — Currency, checks, postal and 
express money orders, and bankers' 
drafts on hand or on deposit with 
an official or agent designated as 
custodian of cash ; and bank de- 
posits. Any restriction of availa- 
bility should be Indicated.* 

Cash Discount. — An allowance re- 
ceived or given if payment is com- 
pleted within the stated period. 
The term is not to be confused with 
“trade discount” • 

Chock. — A bill of exchange drawn on 
a bank, payable on demand ; a writ- 
ten order on a bank to pay on de- 
mand a specified sum of money to a 
named person, to his order, or to 
bearer out of money on deposit to 
the credit of the maker. A check 
differs from a warrant in that the 
latter is not necessarily payable on 
demand and may not be negotiable ; 
and it differs from a voucher in that 
the latter Is not an order to pay. 
A voucher-check combines the dis- 
tinguishing marks of a voucher and 
a check ; it shows the propriety of 
a payment and is an order to pay.* 

Clearing Accounts. — See Account, 
Clearing. 

Coding. — A system of numbering, or 
otherwise designating, accounts, en- 
tries, invoices, vouchers, etc., in 


such a manner that the symbol used 
reveals quickly certain required In- 
formation.* 

Concession. — A concession is the 
granting to an individual or group 
the right to use portions of the 
school premises for some specific 
purpose. Usually, it is for the sale 
of confections, such as dairy prod- 
ucts, sandwiches, peanuts, popcorn, 
and soft drinks sold at athletic 
games, plays, concerts, and similar 
events. 

Contracted Services. — See Personal 
and Contracted Services. 

Controlling Account. — An account 
usually kept in the general ledger 
in which the postings to a number 
of identical, similar, or related ac- 
counts are summarised so that the 
balance in the controlling account 
equals the sum of the balances of 
the detailed accounts. The con- 
trolling account serves as a check 
on the accuracy of the detailed ac- 
count postings and summarises the 
expenditures in relation to the 
budget estimates.* •• 

Current Expanse. — Any expenditure 
except one for capital outlay or 
debt service. If any accounts are 
kept on the accrual basis, current 
expense Includes total charges in- 
curred, whether paid or unpaid. If 
accounts are kept on the cash basis, 
it Includes only actual disburse- 
ments.*** 

Deposit, Returnable. — Honey col- 

lected from students and bald In a 
school fond (or future return at a 
designated period for the purpose 
of covering loanee or damages to 
school-owned supply and equip- 
ment items while being need by the 
students. 

Double Entry. — A system of bookkeep- 
ing which requires for every entry 
made to the debit side of an ac- 
count or accounts an entry tor tbs 
corresponding amount or amounts 
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to the credit tide of another ac- 
count or accounts.* 

Equipment . — A material Item of a 
nonexpendable nature, «uch as a 
built-in facility, a movable or fixed 
unit of furniture or furnishings, an 
Instrument or apparatus, a ma- 
chine (Including attachments), an 
Instructional aklll-tralning device, 
or i set of small articles whose 
parts are replaceable or repairable, 
the whole retaining Its Identity and 
utility oTer a period of time which 
Is characteristic of and definable 
for items of Its classes.*** 

Expenditure . — If accoonts are kept 
on the accrual basis, thls^ include* 
total charges Incurred, whether paid 
or unpaid, for current expense, capi- 
tal outlay, and debt service. If ac- 
counts are kept on the cash basis, 
this Includes only actual disburse- 
ments for these purpose*.** 

Expenditure Dittribmtion Ledger.— 
As used in this handbook, a ledger 
which provides a distribution of ex- 
penditure* among the regular ex- 
penditure accounts and the 
expenditure accounts of a given 
fund. 

Expenm, T revel.— Expenses incurred 
by students and sponsors of a school 
activity In connection with travel 
related to the activity, other 
those expenses directly chargeable 
to pupil transportation. 

Fidelity Bond. — A bond guaranteeing 
the school activities against losses 
resulting from the actions of the 
treasurer, employees, or other per- 
sona of the sobool.*** (An adapta- 
tion.) 

financial Stet ement, — As used In this 
handbook, a formal wrlttan presen- 
tation which sets forth Information 
concerning the condit i o n 

of a school activity fund. 

ntm activities 
which ha vs as thsir purpose the 
preparation a n d serving of regular 


and incidental meals, lunches, or 
■nackg in connection with echoed 
activities.*** (in this han dbook , 
concession sales are considered as 
merchandising activities rather rtisw 
food services.) 

Fund. — A sum of money or other re- 
sources set aside for specific activi- 
ties of a school, usually containing 
•everal accounts. The fond ac- 
counts constitute a complete entity, 
and all of the financial transactions 
for the particular fund are recorded 
In them.*** (An adaptation.) 

Fund, Athletic . — A sum of money 
used to finance the activities which 
are directly related to the inter- 
scholastic athletic program of a 
school and such intramural athletic 
activities as may be financed from 
school activity money. 

Fund, Instructional Fee end Rest- 
els. — A sum of money used to fi- 
nance the activities primarily of a 
classroom nature, such as Instruc- 
tional aids and laboratory teas. 

Fund, Merehmndle . — A sum of money 
t^ed to finance the merc handising 
activities of a school which are di- 
rected primarily toward meeting 
the merchandising needs of stu- 
dents, teachers, and the general 
Public. Included are the merchan- 
dising activities of school-spon- 
sored stores, shops, rantswiff, 
classes, clubs, etc. 

F und, MlseeUesseoms . — A sum of 
money used to finance student-re- 
lated activities not accounted for In 
the other funds. 

Ftusd, Fubllemtlons, — A sum of money 
need to finance the preparation, 
production, and distribution of stu- 
dent-produced publics Hons such as 
the school paper, school yearbook, 
■Ed school mags sins. 

Fund, Studkmt OrgemheHem Money 
used to finance the activities of 
dobs, r Is sees, and similar student 
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organizations which are under the 
supervision of the school 

Fund Accounts, — All accounts neces- 
sary to set forth the financial op- 
erations and financial condition of 
a fond.* 

Gifu — Money received from p philan- 
thropic foundation, private Individ- 
ual, or private organization for 
which no repayment or special serv- 
ice to the contributor Is ex- 
pected.*** 

Grunt. — Money paid to a school activ- 
ity by the school district for which 
no repayment la expected.*** (An 
adaptation.) * 

Inter fund T runs furs. — Money which 
Vs taken from one school activity 
. fund and added to another activ- 
ity fund. Interfund transfers are 
not receipts or expenditures of a 
echoed.*** (An adaptation.) 

Invoice. — An Itemized statement of 
merchandise shipped or sent to a 
purchaser, consignee, etc., with the 
quantity, value or prices, and 
charges annexed.*** 

Liabilities. — Debt or other legal obli- 
gations arising out of transactions 
In the past which are payable hot 
not necessarily due. Encum- 
brances are not liabilities ; they be- 
come liabilities when the services 
or materials for which the encum- 
brance was established have been 
rendered or received. ••• 

Locel Basic Ad mi n is trative Unit, — Bee 
Administrative Unit, Local Basic. 

M a intone nca of Plant, — Those activi- 
ties which are concerned with keep- 
ing the grounds, buildings, and 
equipment at their original condi- 
tion of completeness or efficiency, 
either through repairs or by re- 
placement! of property (anything 
less than replacement of a total 
building). ••• 

M emo r and a Account , — An Informal 
record of a school activity transac- 


tion that cannot be recorded under 
the regular financial accounts bnt 
for which a record is desired.*** 
(An adaptation. ) 

Merc handise Fund. — See Fund, Mer- 
chandise. 

Miscellaneous Fund. — See Fund, Mis- 
cellaneous. 

Nat Expenditure of an Activity. — The 
actual outlay of money by a school 
activity for some service or object 
after the deduction of any dis- 
counts, rebates, or reimbursements. 

Operation of Plant. — Those activities 
which are concerned with keeping 
the physical plant open and ready 
for use. It Includes cleaning, dlsin- 
' feeling, heating, moving furniture, 
varing for grounds, operating tele- 
phone switchboards, and other such 
housekeeping activities as are re- 
peated somewhat regularly : Daily, 
weekly, monthly, or seasonally. It 
does not Include repairing.** 

Payroll. — A list of individual employ- 
ees entitled to pay, with the 
amounts due to each for personal 
services rendered.*** * 

Personnel, Health. — Persons In the 
field of physical and mental health 
such aa physicians, psychiatrists, 
school nurses, dentists, dental hy- 
gienists, psychiatric social workers, 
and therapists, whose services are 
directed primarily at Individuals, 
although sometimes used for group 
activities,** 

Personnel, Maintenance. — Personnel 
on the school activity payroll who 
are primarily engaged In the repair- 
ing and upkeep of grounds, build- 
ings, and equipment** (An adap- 
tation.) 

Pe rsonn e l , Op erati o n a l . — Personnel 
on the school activity payroll who 
are primarily engaged In keeping the 
physical plant open and read/ for 
nse. Indodsd are personnel en- 
gaged in cleaning, disinfecting, best- 
ing moving fumltora, caring for 
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g-rminds, operating telephone 
switchboard, and other inch work 
except repairing, which is repeated 
somewhat regularly : Dally, weekly, 
monthly, or seasonally.** (An 
adaptation.) 

Personal and Contracted SardUa*.— 
Aa used In this handbook, serrlces 
rendered by personnel on a salary 
or contractual basis for the program 
operation of an activity. It may 
Include the full- time, part-time, and 
prorated portions of salaries paid 
out of a school activity fund for 
coaches, sponsors, trainers, and 
similar personnel, and for other 
contracted sendees such as fees for 
enterta in m en t programs, producing 
publications, and photographing in- 
dividuals and groups. 

Petty Cash — A sum of money, either 
in the form of currency or a spe- 
cial bank deposit, set aside tor the 
purpose of making change or Im- 
mediate payments of comparatively 
small amount* /x 

Patty Cash Puncher.— hA voucher used 
to support expenditure^ paid by 
cash. 

Prorating. — The allocation of puts of 
a single expenditure to two or more 
different accounts In proportion to 
the benefits which the expenditure 
provides for the purpose or pro- 
*ran» area for which the accounts 
were established.*** 

Publication! Fund.— Bee Fund, Pub- 
lications. 

Purchase Order. — -A document which 
authorises the delivery of specified 
merchandise or the rendering of 
certain services and the making of 
a charge for them.* 

Rebateo . — -Abatements or refunds.* 

Receipts.— Ab used in this handbook, 
income to be used for the purpose 
of financing student activities and 
organisations. 


Receipts and Expenditure! Regie- 
ter . — As used In this handbook, a fi- 
nancial record of each deposit 
made and each check issued by the 
central treasurer of an Individual 
school. 

Receipt! Distribution Ledger. — As 
In this handbook, a ledger 
which provides a distribution of 
the receipts among the regular re- 
ceipt accounts and the clearing re- 
ceipt accounts of a given fund. 

Records. — W rltten statements of In- 
formation which are made by a per- 
son, unit, or organisation for the 
use of that person, unit, or organ- 
isation.** 

Refund* — (a) An amount paid back 
or credit allowed because of an 
over-collection or on account of the 
return of an object sold ; (6) to pay 
back or allow credit for an amount 
because of an oAer-collection or be- 
cause of the return of an object 
sold ; (c) to provide for the payment 
of a loan through cash or credit 
secured by f new loan.* Bee also 
Abatement 

Reimbursement. — Cash or other as- 
sets received as a repayment of the 
cost of work or services performed, 
or of other expenditures made for 
or on behalf of another govern- 
mental unit or department or for 
an Individual, firm, or corporation.* 

Repair *. — The restoration of a given 
piece of equipment, of a given 
building, or of grounds to original 
condition of completeness or effi- 
ciency from a worn, damaged, or 
deteriorated condition.*** 

Repl ac e men t of Equip men t.— A com- 
plete unit of equipment purchased 
to take the place of another com- 
plete unit eT equipment which la to 
be sold, scrapped, or written off the 
record, and serving the same pur- 
pose aa the reputed unit in the 
same way.*** ' 
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R* ports . — Written statements of In- 
formation which are made b j a per- 
son, unit, or organisation for the 
use erf some other person, unit, or 
organisation.** 

Requisition . — A written demand or 
request, usually from one depart- 
ment to the purchasing officer or to 
another department, for specified 
articles or services,* 

Rotiromant Fund System . — A plan 

whereby a fond q£ money, built up 
through contribution* from partici- 
pants and other sources, U uaed to 
make regular payments to tboee 
who retire from service In the edu- 
cational system by reason of age, 
disability, or length of service. •• 

Salary. — The total amount regularly 
paid or stipulated to be paid to an 
Individual, before deductions, for 
personal services rendered while 
on the payroll of the school actlv- 
Ity.*** See also Personal and Con- 
tracted S e t r ic es . 

School. — A division of the school sys- 
tem consisting of a group of pupils 
composed of one or more grade 
groupa, organised as one unit with 
one or more teachers to give In- 
struction of a defined type, and 
housed in a school plant of one or 
more buildings. Mors than one 
school may be housed la one school 
plant, as la the case when the ele- 
mentary and secondary programs 
are housed In the same echoed 
plant* 0 

School Bum. — A vehicle with a manu- 
facturer's rated seating capacity of 
12 or more. (Seating capacity fig- 
ured on the basis of at least 18 
Indies of seat space pes^pupiL)** 

School District. — This term la used 
synonymously with the term "local 
basic administrative unit”*** 

School Plant . — The site, buildings, snd 
equipment constituting the physical 
faculties used by a single school or 

* 
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by two or more schools sharing the 
use of common facilities •• 

School Publications. — Newspapers, 

mags tineas, yearbooks, handbooks, 
or similar materials produced by 
students for circulation among stu- 
dents and the public. 

School Sim . — The land and all Im- 
provements to the site, other than 
structures, such as grading, drain 
age, drives, parking aims, walks, 
plantings, (day courts, and play- 
fields,** 

Student-Body Aeiirities. — Direct and 
personal services for public school 
pupils, such as Interscholastic ath- 
letics, entertainments, publications, 
dobs, band, and orchestra, that are 
managed of operated by Um stu- 
dent body under the guidance and 
direction of adults, and are not 
part of the regular instructional 
program.*** 

Student Organisation . — Any group of 
students organised Into a single 
body ^for the purpose of pursuing 
common goals and objectives. This 
1 Deludes the various types of stu- 
dent clubs and class organisations 
which, with the proper approval by 
school authorities, are managed and 
operated by students onder the di- 
rection or supervision of adults. 

Student Organi s ati on , Class or 
■ Grarfm— An organised gro up of stu- 
dents who, by virtue of having com 
pitted a designated Dora her of 
school years, pursue common goals 
and objectives. 8uch organisations 
Include the senior, Junior, sopho- 
more, and freshman da— mg, and the 
elementary school grate. TT 
are managed and operated by stu- 
dents under the direction and super- 
virion of Instructional personnel. 

ganlsed group of studenQf jefcfc, 
basically the same Hi Heists whose 
main objective Is the furtherance of 
these Interests Included are social. 
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bobby, Instructional, recreational, 
athletic, honor/ dramatic, inimical, 
and similar clubs or societies which 
are managed and operated by the 
students under the direction and su- 
pervision of adults, Ail clubs must 
be approved by the proper school 
authorities. 

Student Organization Fund.-^See 
Fund, Student Organisation. 

Subsidiary Activity Ledger. — As used 
in this handbook, a record of the 
financial transactions of a given ac- 
tivity within a fund showing the 
receipts, expenditures, and balance 
for the activity. 

Supply . — A material item of an ex- 
pendable nature that is consumed, 
worn out, or deteriorated in use; or 
one that loses its identity through 
fabrication or incorporation into a 
different or more complex unit or 
substance.*** 

Trade Discount . — An allowance, usu- 
ally varying in percentage with 
volume of transactions, made to 
those engaged in certain businesses 
and allowable irrespective of the 
time when the account is paid. The 
term should not be confused with 
"cash discount”* 

Transfer Voucher . — A voucher au- 
thorising posting adjustments and 
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transfers of cash or other resources 
between funds or accounts.*** 

Treasurer, Central.— The individual 
who receives and serves as custo- 
dian of all school activity money 8 
and disburses It upon orders made 
by the proper authority. In gen- 
eral, the central treasurer serves 
as the bookkeeper; however, (be 
position of bookkeeper may be dis- 
tinct and apart from the position of 
central treasurer. 

Treasurer, Student Activity.— A pu- 
pil officer of an organisation who 
receives, disburses, and accounts 
for the money of the organisation 
in accordance with established 
rules and regulation* 

V chide. Privately Owned. — A vehicle 
owned by the contractor; a vehicle 
partially owned by the contractor 
(for instance the contractor may 
own the cha^is and the school own 
the body ) ; or a car used by a par- 
ent who is paid from the activity 
funds to transport his own children 
and sometimes other children to 
school activities. •• (An adapta- 
tion.) 

Voucher. — A document which author- 
ises the payment of money and usu- 
ally indicates the accounts to be 
charged. ••* Bee also Petty Cash 
Voucher. 
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